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Character Reference 



The Mac allows you to access many characters that are not 
shown on the keyboard. The following list shows the key 
combination and font required to create some of the most 
popular of these characters. In this chart, O represents the 
SHIFT key and represents option. Most characters are in- 
cluded in any font that uses Apple’s standard keyboard 
layout [Std], such as Times and Helvetica. Other characters 
are included in the specialty fonts Symbol (Sym) and Zapf 
Dingbats (Zap). 



A with ring accent 


s 


Std 




Acute accent 




Std 


■^E 


Apostrophe 




Std 




Arrow, bidirectional 




Sym 




Arrow, down 


i 


Sym 


<>■^0 


Arrow, left 





Sym 




Arrow, right 





Sym 




Arrow, up 


T 


Sym 




Box with drop shadow 


□ 


Zap 


0 


Bullet 


• 


Std 


"^8 


C with cedilla 


g 


Std 




Cent 


c 


Std 




Check mark 


✓ 


Zap 


4 


Circumflex diacritic 


A 


Std 




Copyright 


© 


Std 




Dagger 


t 


Std 




Degree 


o 


Std 


0'^8 


Diaeresis or umlaut 




Std 




Diesis 


t 


Std 







Divide 


-5- 


Std 




Ellipsis 





Std 




Em dash 


— 


Std 




En dash or minus 




Std 




Exclamation point, inverted 




Std 




Fraction slash 


/ 


Std 


Q‘^1 


Grave accent 




Std 




Greater than or equal 


> 


Std 




Infinity 




Std 


=535 


Leaf 




Zap 




Less than or equal 


< 


Std 




Minutes or feet 


/ 


Sym 


“^4 


Multiply 




Sym 




N with tilde 




Std 


N 


Not equal 





Std 




Plus or minus 


± 


Std 




Pound sterling 


£ 


Std 


■^3 


Question mark, inverted 




Std 




Quotation mark, close 




Std 


0‘^[ 


Quotation mark, open 


<( 


Std 




Registered trademark 


® 


Std 


■^R 


Seconds or inches 


// 


Sym 




Section 


§ 


Std 


■^6 


Trademark 


TM 


Std 


■^2 


X mark 


X 


Zap 


8 


Yen 


¥ 


Std 


■^Y 



Accent will appear over next character entered (A, E, I, O, U, or Y) 
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Introduction 



The Macintosh is an easy-to-use computer, offering a com- 
pletely intuitive graphic interface that virtually eliminates 
the need to learn to use powerful software. Right? Now 
about that swamp land... 

Most major Macintosh applications offer up to 100 menu 
commands, and an even larger number of keyboard 
equivalents. And most Mac users have a word processor, a 
spreadsheet, a database, a few graphics programs, and 
HyperCard — each of which they use with some frequency. 
This means that the average Mac user is regularly faced with 
over 500 menu commands and more than 1000 keyboard 
equivalents! 

Of course, menu commands and keyboard equivalents 
aren’t bad in and of themselves. After all, they give us access 
to the software power that makes us love the Macintosh. If 
only there was a quick way to reference all of this infor- 
mation... 

And so we present the Encyclopedia Macintosh Software 
Instant Reference — a book designed to help you take ad- 
vantage of all the computing power your Mac software 
provides, without making you spend your evenings memo- 
rizing user manuals. It is also a great tool for learning about 
software applications that you do not currently own, allow- 
ing you to become familiar with the features these appli- 
cations provide, so you can decide whether they are worth 
purchasing. 

In this book you will find complete menu maps and key- 
board shortcut charts for all of the most popular Macintosh 
software applications. In addition, brief descriptions of the 





X 



palette tools that each application provides are included, 
and for some applications, we have listed our ten favorite 
software tips. 

Altogether, this skinny little book could replace about four 
feet worth of software manuals that are now sitting on your 
book shelf. 

Much of the information in this book was first presented in 
Encyclopedia Macintosh, the 782-page guide that has be- 
come the resource for Macintosh power users. But the large 
format of that book, and the vast amount of other information 
it contains, make Encyclopedia Macintosh more difficult to 
use as a quick reference than the conveniently-sized book 
you are now holding. In addition, we have updated much of 
the information contained in this book to reflect the latest 
versions of each software application. 

If you already own Encyclopedia Macintosh, we hope you 
enjoy the convenient format and updated information that 
the Encyclopedia Macintosh Software Instant Reference 
provides. If you don’t already own Encyclopedia Macintosh, 
turn around and go back to the bookstore... 



Happy Mac’ing 

Craig Danuloff S' Deke McClelland 
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Drawing Software 

The immediate success of graphics software defined 
the Macintosh computer in its early years. Using mice 
rather than keyboards as their primary means of inter- 
face, computer artists were able to create images using 
a collection of lines and shapes as their raw materials. 
The process was so intuitive that people who had never 
considered themselves artists soon found themselves 
doodling as freely and successfully in graphics pro- 
grams as they had previously in phone books or in the 
margins of lecture notes. 

Since then, the number of graphics software packages 
seems to multiply daily. Chances are, you own several 
varieties of graphics software yourself, whereas you 
may own only one spreadsheet, word processor, and 
page-layout program. 

Because of its popularity, we have chosen to divide 
graphics software into two categories: painting soft- 
ware, such as MacPaint and PixelPaint, which you use 
to edit bit-mapped images by coloring individual dots 
on your computer screen; and drawing software, such 
as MacDraw and Adobe Illustrator, which provide tools 
for building images from mathematically exact straight 
lines and curves. Drawing software is the subject of this 
entry; painting software is covered later in this book. 

Taken to their extreme, drawing applications are small 
but versatile CAD programs, in which you may create 
images so smooth and precise that they tend to appear 
more real than life. Any graphic object can be lifted off 
the page, stretched or reshaped, and then set down 
again according to your personal whims or require- 
ments. Advanced applications even make it possible 
to define intermediary shapes between shapes, making 
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it easy to draw transitional images or create custom 
gradations. 

But despite the increased power of modern drawing 
programs, there is still no single graphics program that 
can fulfill all the needs of all Macintosh artists. And 
new forms of graphic manipulation, such as drafting, 
architectural design, and three-dimensional animation, 
are making completely new tools necessary. 

Among the drawing programs covered in this entry are 
several long-time classics. The oldest of these, Mac- 
Draw, has been designed for users who require a struc- 
tured drawing environment. Although in many respects 
a remnant of the Mac’s early days, MacDraw continues 
as an important tool for object-oriented drawing. 

SuperPaint is one of the many programs that emerged 
in the generation after MacPaint. Its elegant mixture of 
bit-mapped and object-oriented tools has allowed it to 
endure while many others faded into oblivion. 

Canvas, originally lost in a crowd of MacDraw clones, 
has grown and distinguished itself with frequent up- 
grades that have resulted in the most comprehensive 
set of graphic tools available in a single application. 

Adobe Illustrator 88 and Aldus FreeHand have received 
most of the attention in the past two years, bringing 
superior curve handling and free-form drawing sophis- 
tication to Macintosh graphic tools. 
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Adobe Illustrator 88 



Toolbox 



It 


Arrow 




Hand 


Q. 


Zoom 


T 


Type 




Freehand 




Autotrace 




Pen 


□ 


Rectangle 


o 


Oval 


m 


Blend 


i53 


Scale 


a 


Rotate 


m 


Reflect 


Ll> 


Shear 




Scissors 




Measure 


: : 


Page 



% to select, It to move, *^****1^ to clone 
It to move page with respect to window 
% to magnify page, to demagnify 
to create block of type (not used to edit) 

It to draw freehand line, 3S It to erase 
% to trace bit-mapped template image 
% for corner point, ^ for smooth point 
It to draw rectangle, % to enter dimensions 
It to draw ellipse, % to enter dimensions 
% on each of two points to create blends 
% then It to scale, to display dialog 
% then It to rotate, to display dialog 
% then % again to flip, to display dialog 
% then ^ to slant, to display dialog 
It to split segment, to insert point 
% on each of two points to display distance 
% to determine lower-left comer of page 





4 Adobe Illustrator 88 



Menus 
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4 Adobe Illustrator 88 



Keyboard Equivalents (i of 4) 

Actual view size (100%) 

Arrow tool, select temporarily 86 

Artwork and template displayed 36 E 

Artwork displayed only (key line) 36W 

Average location of elements 36 L 

Bring to front 36= 



Cancel screen preview ... 

Circle, create 

Circle, draw from center , 

Clear element 

Clone element 

Copy element 

Copy with PICT preview 
Corner point, add BCH .. 

Corner point, create 

Cut element 



36. 

0'"> *^/ovaI tool 

^ '^/oval tool 

<3 

Varrow tool 

36C 

36*^C 

on existing 

corner point '^/pen tool 

> Vpen tool 

36X 



Demagnify view size 36*^%- > 

Ellipse, draw from center ^ Vovol tool 

Extend a path ^ 'V freehand tool 



3S 


command 


4-* return 


(D keypad key 


-0- 


shift 


w enter 


M space bar 




option 


^ escape 


FI function key 




control 


<3 delete 


% mouse click 


41 


tab 


(x> fwd. delete 


mouse drag 
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4 ? Adobe Illustrator 88 

Keyboard Equivalents (2 of 4) 

Fit in window 

Freehand tool, access when pen selected ^ 

Group elements §6G 

Hand tool, select temporarily 

Hide element §63 

Insert point in path '^/scissors tool 

Join two points §60 

Lock element §61 

Magnify view size §6— 

Move 45® O arrow tool 

Move dialog box, access arrow icon 

Move element specified distance >1, ort 

New document, create §6N 

Open existing document §60 

Open with a new template §6*^0 

Paint an element with stroke and fill §61 

Paste element §6V 

Paste in back of selected element §8B 

Paste in front of selected element §6F 

Perpendicular line, create ^'/pen tool 

Preferences, specify §6K 

Preview illustration §6Y 

Print document §6P 

Quit Adobe Illustrator 88 §6Q 
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4 Adobe Illustrator 88 

Keyboard Equivalents (3 of 4) 

Rectangle, draw from center rectangle tool 

Reflect dialog box, access 'V reflect tool 

Reflect vertically/horizontally 1^, 'V reflect tool 

Rotate by 45° O 'V rotate too! 

Rotate dialog box, access 'V rotate tool 

Rulers, show/hide §6R 

Save illustration §6S 

Scale dialog box, access 'V scale tool 

Scale proportionally 'V scale tool 

Select all elements 3€A 

Select entire path 'V arrow tool 

Sendlo back §€- 

Shear dialog box, access 'V shear tool 

Shear vertically/horizontally i^, O *'/ shear tool 

Show all hidden elements 364 

Smooth point, create ‘Vpen tool 

Smooth point, delete BCH on existing 

smooth point V pen tool 

Square, create O It rectangle tool 

Square, draw from center It '"'/rectangle tool 



36 command 4-* return iO keypad key 

O shift w enter ^ space bar 

option ^ escape FI function key 

control <£} delete % mouse click 

■►I tab [E> fwd. delete It mouse drag 
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ri Adobe Illustrator 88 

Keyboard Equivalents (4 of 4) 



Transform again (duplicate) 36D 

Type/edit selected text block 9ST 

Undo/redo last operation SSZ 

Ungroup elements 36 U 

Unlock all locked elements 362 

Zoom in tool, select temporarily 36 m 

Zoom out tool, select temporarily 36*^^ 



Accurate for Adobe Illustrator 88, version 1,9,3 





command 


^ return 


ID keypad key 


O 


shift 


enter 


M space bar 




option 


^ escape 


F 1 function key 




control 


<3 delete 


% mouse click 


41 


tab 


E> fwd. delete 


**■> mouse drag 
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irh Adobe Illustrator 88 

Ten Hottest Tips 

o Editing rectangles and circles. You may ungroup any 
simple shape created with the rectangle or ellipse tool. 
This allows you to manipulate each point in the shape 
individually or perform other manipulations. 

o Adjusting the placement of templates. Templates in 
Illustrator always appear positioned relative to the 
center page tile (page 5) exactly as they are positioned 
relative to the MacPaint page. If you want to adjust the 
location of a template, or rotate or scale it, you must do 
so in MacPaint (or more conveniently, DeskPaint) be- 
fore creating a new Illustrator dociunent. 

o Faking a grid. There are no grids in Illustrator. To set 
up a false grid that affects the movement of elements 
only, choose the Preferences command and change the 
cursor arrow distance to the grid increment you de- 
sire. Then use the arrow keys to move elements into 
the correct positions. 

o Changing point identity. To change an existing corner 
point to a smooth point (or vice versa), first click on 
the point with the scissors tool to split it into two 
endpoints. Next, choose the Join command and select 
the “Smooth point” or “Comer point” option from the 
resulting dialog. 

<^ Creating tick marks to simulate custom rulers. You 
may use the blend tool to create a series of tick marks 
that may be used for lining up elements or that may act 
as custom rulers. To establish the first and last marks 
in the series, draw a single vertical tick mark with the 
pen tool and option-drag a clone horizontally to an 
opposite location. Then select both elements, click on 
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each with the blend tool, and specify a number of 
steps in the Blend dialog. If, after the blend is com- 
pleted, you decide you need more or fewer tick marks, 
delete the blends and try again. Once you are satisfied 
with yom horizontal series of tick marks, select them 
all, option-click with the rotate tool at the base of the 
first tick mark, enter 90°, and click the Copy button to 
establish an identical vertical series of tick marks. 

^ Easy bar charts. To create a heir chart, begin by draw- 
ing a series of “dummy” bars with a consistent height 
and width. First, click with the rectangle tool and en- 
ter the height and width you desire. Keep in mind that 
the height should represent an even munber of units, 
such as 10, 100, 1000, and so on, based on the magni- 
tude of your chart. Option-drag this rectangle horizon- 
tally with the arrow tool to create a second bar, and 
choose Transform Again repeatedly to create additional 
bars. Now you may change each bar to its proper height 
by option-clicking with the scale tool and entering a 
vertical enlargement value. For example, if your 
dummy bar represented 10,000 units and you needed 
to scale it to represent 15,460, you would enter a value 
of 154.6%. 

o The ruler origin determines the placement of paste 
elements. When transferring elements between docu- 
ments using the Paste in Front or Paste in Back com- 
mand to retain vertical and horizontal placement, you 
may find that the pasted element lands in a different 
spot than you anticipated. This is because both com- 
mands operate in relation to the ruler origin. If place- 
ment is important, make sure that the location of the 
ruler origin in the “cut from” document is the same as 
in the “paste to” dociunent. 

^ Round dashes. Illustrator allows you to create dashed 
lines by entering values in the Paint dialog. If you 
select the rounded caps icon, your dashes will have 
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rounded ends. To create a series of perfectly round 
dashes, select the rounded caps icon, enter o for the 
first “Dashed” option, and then enter a gap value that 
is a few points larger than the line weight, so that the 
round dots don’t touch. 

♦ The ruler origin also affects tile placement. Pattern 
tiles are positioned and transformed relative to the 
ruler origin. If you change the ruler origin at any time, 
you run the risk of affecting the placement of patterns 
within filled elements. If you want a pattern to begin 
exactly at some point within a shape, you may move 
the ruler origin to that location. 

♦ Stroking a clipping path. When you create a clipping 
path in Illustrator, you may notice in the preview mode 
that the elements that fill the path overlap not only the 
fill but also the stroke of the masking object. To retain 
the stroke, copy the masking object and paste it in 
front of the foremost fill element. Then choose the 
Paint command, choose “None” for the fill, and dese- 
lect the “Mask” option. Finally, group all elements 
that make up the clipping path (including the fore- 
most stroked element) to finish the effect. 




The fill elements of a clipping path will overlap the stroke 
of the masking object as shown on the left. In the second 
example, we copy the stroke and paste it in front. 






b/0> ®l 30“I^ ? on 
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Aldus FreeHand 



Toolbox 






Arrow 

Rectangle 

Ellipse 

Freehand 

Knife 

Comer 

Rotate 

Scale 

Trace 



_L 

M. 



Type 

Rnd. corner 
Line 

Combination 

Curve 

Connector 

Reflect 

Skew 

Zoom 



% to select, to move 
to draw rectangle 
to draw ellipse 

to draw freehand line, 38 to erase 
% to split segment 
% to create comer point 
It to rotate, to display dialog 
It to scale, to display dialog 
^ to trace bit-mapped image 

% to create block of type (not used to edit) 
It to draw rectangle with round comers 
It to draw straight line 
% for comer point, It for curve point 
to create curve point 
% to create connector (tangent) point 
It to flip, to display dialog 
It to slant, to display dialog 
% to magnify page, to demagnify 



\ 





Drawing Software 



M Aldus FreeHand 

Menus 






Aldus FreeHand 



Menus 
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I Aldus FreeHand 



Keyboard Equivalents |i of 5) 



Actual view size (100%) 381 

Align elements 36/ 

Arrow tool, select temporarily 36 

Bring to front 36F 



Cancel screen preview 

Circle, create 

Circle, draw from center ... 

Clear element 

Clone element 

Combination tool, select ... 

Compress type 

Connector point, add BCH 

Connector point, create 

Connector tool, select 

Copy element 



36. 

ellipse tool 

'Vellipse tool 

<a 

, 36= 

6 

^ corner handle '^/ arrow 

on existing 

connector point arrow tool 

% ^/connector tool 

0 

36C 



Comer point, add BCH It on existing corner point 

'V arrow tool or^ It '^/combination tool 



Comer point, create 



% 'V comer tool 

or > combination tool 



Comer tool, select 



9 



36 command 
O shift 
option 
^ control 
■►i tab 



4-* return 
^ enter 
^ escape 
O delete 
[E> fwd. delete 



ID keypad key 
M space bar 
FI function key 
mouse click 
■"> mouse drag 
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Aldus FreeHand 



Keyboard Equivalents (2 of 5) 

Curve point, create > curve tool 

or Pt *^Z combination tool 

Curve tool, select 8 

Cut element §6X 



Demagnify view size 

Deselect all elements 

Deselect all points, paths remain selected . 

Distribute elements 

Duplicate last transformation 

Edit color 

Edit fill 

Edit line (stroke) 

Edit type 

Eight times actual view size (800%) 

Element info (custom dialog) 

Ellipse, draw from center 

Ellipse tool, select 

Expand type It 

Extend a path 



41 



36/ 

360 

36H 

36E 

36L 

361 or 1t1t 



361 or^k\ 

It '^/ellipse tool 

3 

corner handle '^Z arrow 
^ '^Z freehand tool 



Fit in window 36M 

Four times actual view size (400%) 364 

Freehand dialog box, access %% freehand icon 

Freehand tool, select 5 

Group elements 36 G 

Half actual view size (50%) 365 

Hand tool, select temporarily 
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M Aldus FreeHand 


Keyboard Equivalents (3 of 5) 


Insert point in path 




Join two points 

Join type to a path 


3§J 

38J 


Kem type, delete Vio em 

Kern type, delete Vioo em 

Kern type, insert Vio em 

Kern type, insert Vtoo em 

Key line mode, toggle 

Knife tool, select 




3§^or38<- 

§SO^ 

iiO<Sl 

3§K 

7 


Leading, adjust 

Letter spacing, adjust 

Line tool, select 


4 


Magnify view size 

Move 45° 

Move dialog box, access 

Move information bar 

Move point while creating 




3SM 

or8€ It '"/combination tool 


New document, create 


3€N 



3€ 


command 


^ return 


(D keypad key 


O 


shift 


^ enter 


M space bar 




option 


^ escape 


FI function key 




control 


<3 delete 


mouse click 


41 


tab 


E> fwd. delete 


^ mouse drag 




18 ♦ Drawing Software 




Aldus FreeHand 



Keyboard Equivalents (4 of 5) 



Open existing document 360 

Paste element 36 V 

Perpendicular line, create O V7ine tool 

Preview mode, toggle 36 K 

Print document 36 P 

Quit Aldus FreeHand 360 



Rectangle, draw from center 

Rectangle tool, select 

Redo last undone operation 

Reflect dialog box, access 

Reflect vertically/horizontally 

Rewrap type 

Rotate by 45® 

Rotate dialog box, access 

Round corner tool, select 

Rulers, show/hide 

Save an illustration 

Scale dialog box, access 

Scale grouped element 

Scale paint or TIFF image 

for optimal printing 

Scale proportionally 

Scale type 

Select all elements on active layer 
Select entire words 



'V rectangle tool 

1 

36Y 

'V reflect tool 

V reflect tool 

corner handle V arrow 

O Pt ^/rotate tool 

'V rotate tool 

2 

36R 

36S 

scale tool 

It handle ^/arrow 

handle arrow 

O It 'V scale tool 

It corner handle arrow 

36A 

word, ^ over others 
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Aldus FreeHand 



Keyboard Equivalents |5 of 5) 



Send to back 

Send to layer 

Skew dialog box, access 

Skew vertically/horizontally 
Snap to grid (activate grid) ... 

Square, create 

Square, draw from center 



3«B 



shear tool 

shear tool 

86 : 

.... 0“’> 'Vrectangle tool 
^/rectangle tool 



Trace dialog box, access %% trace icon 

Transform again 86 , 

Twice actual view size (200%) 862 

Type specifications 86T 

Type tool, select A 

Undo last operation 86 Z 

Ungroup elements 86 U 



Word spacing, adjust ^ side handle 

Zoom in tool, select temporarily 36 m 

Zoom out tool, select temporarily 36*^^ 



Accurate for Aldus FreeHand, version 2.02 



86 command 
O shift 
option 
control 
■►I tab 



return 
•5^ enter 
^ escape 
O delete 
E> fwd. delete 



m keypad key 
M space bar 
FI function key 
\ mouse click 
mouse drag 
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Aldus FreeHand 



Ten Hottest Tips 

o Trying to select that evasive element. One of the most 
irritating features of FreeHand is that you cannot se- 
lect an element while a larger element is selected in 
back of it. Therefore, when selecting multiple elements, 
always start at the foremost, smallest element and work 
backward. If you need to deselect an element but there 
is no empty place to click without demagnifying the 
view size, simply press the tab key. This deselects all 
elements. 

o Selecting multiple paths without highlighting their 
points. When selecting multiple elements — ^but not all 
elements — on a page, the simplest method is to mar- 
quee by dragging with the arrow tool. In FreeHand, 
however, marqueeing selects paths and their points, 
slowing down the screen refresh speed. In such a case, 
press the tilde key (~) to deselect points while leaving 
their respective paths selected. 

o Ungrouping simple shapes. As in Illustrator, you 
may ungroup any simple shape created with the 
rectangle or ellipse tool. This allows you to manipu- 
late each point in the shape individually or perform 
other manipulations. 

o Moving the information har. You may relocate the 
information bar by dragging it to a new location. 

^ Determining the center of a radial fill. Gradient fills 
defined using the Radial command must always begin 
in the center of a path. If you want to create a highlight 
that begins elsewhere, draw a larger shape that com- 
pletely covers your path, and fill it with a radial grada- 
tion, Then position the center of the shape relative to 
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your path. When you are satisfied, cut the shape, se- 
lect your original path, and choose the Paste Inside 
command. This clips the radial fill so that the high- 
light begins at the location defined by the larger shape. 




Radial fills in FreeHand always emanate from the center 
of a shape. To alter this, paste a large shape filled with a 
radial gradation into a smaller clipping path. 



o Quickly accessing element information. In version 1.0, 
you could double-click an element to produce the ap- 
propriate information dialog box. To the dismay of 
many users, however, you could just as easily display 
the dialog if you selected an element and then clicked 
again to begin dragging it. The problem has been reme- 
died in version 2.0, but this somehow went undocu- 
mented. You must now press the option key when 
double-clicking. 

o Aligning to a locked element. Never try to align ele- 
ments by hand or by using the grid; it isn’t worth the 
effort. Instead, first lock one element that you wish to 
remain stationary. Then select the elements you wish 
to line up in relation to the locked element — avoid se- 
lecting individual points — and choose the Alignment 
command. 
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♦ Saving default settings; To customize FreeHand’s 
default settings, create a new document, change any 
settings you desire, and save the document as an ap- 
plication template called Aldus FreeHand Defaults. 
This replaces the existing defaults file that the applica- 
tion consults when creating any new document. 

^ Predefined PostScript fill and stroke routines. 

FreeHand’s UserPrep and Advanced UserPrep files con- 
tain definitions for easy-to-access PostScript fill and 
stroke procedures. Try this out: Select a shape, choose 
PostScript from the Fill menu, and type “0 255 noise” 
into the large entry area. PostScript procedures don’t 
appear correctly on the screen, so you’ll have to print 
your illustration to see how it looks. (If you get an 
error, check to see that the UserPrep file is in the same 
folder as FreeHand.) Next, try selecting a line and 
choosing PostScript from the Line menu. Type “Iball) 
15 15 0 0 newrope” and see how that prints. Other 
procedures may be accessed by changing the name of 
the Advanced UserPrep file to “UserPrep.” Then you 
may try typing “(coarse-gravel) 0 texture” into the 
PostScript Fill dialog, and printing it out. Over 
40 procedures are available. To learn more, open the 
Advanced UserPrep file in a word processor and read 
the first few pages. All of the text preceded by percent 
signs (%) describes how the various procedures may 
be applied. 

^ Coloring a PostScript fill or stroke. To apply a process 
color to a PostScript effect, enter numbers in brackets 
where you would normally include 0 or 1 to specify 
the gray value. For example, “{ball} 15 15 0 [.5 .4 .3 .2] 
newrope” means to color the line with 50 percent cyan, 
40 percent magenta, 30 percent yellow, and 20 per- 
cent black, “{ball} 15 15 0 (.5 (purple)] newrope” ap- 
plies a 50 percent tint of the spot color “purple” (defined 
in the current document) to the same line. 
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^ Canvas 

Toolbox 

Arrow 
Type 
Line 

Rectangle 
Rnd. comer 
Oval 
Arc 

Freeform 
Polygon 
Bezier curve 
Alignment 

Lasso* 
Marquee* 
Airbrush* 
Paintbrush* 
Paint can* 
Pencil* 
Eraser* 
Bit-map edit 
Hand 
Zoom 
Effects 



\ 






'' 2 ^ 






o 



0 + 



p 



A 





















to select, ^ to move, to clone 
% to set text origin, It across type to edit 
^ to draw straight line 
■”> to draw rectangle 
It to draw rectangle with round corners 
It to draw ellipse 
It to draw quarter ellipse 
It to draw smoothed polygon 
% to create corners for geometric polygon 
> for corner point, ^ for smooth point 
% on icon to align elements via dialog 

^ to select irregular portion of bit map 
It to select rectangular portion of bit map 
^ to generate random spray of pixels 
It to draw free-form lines in brush shape 
*“> to fill area with current pattern 
^ to draw or delete free-form lines 
It to delete general portions of bit map 
It to determine size of new bit map 
It to move page with respect to window 
% to magnify page, 0% to demagnify 
It on icon to display menu of commands 



* 



Applicable to bit maps only 






Canvas 



Tool Menus tool icon to display) 





indicates commands that also appear in Canvas DA 
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^ Canvas 

Menus 



Font 


> 


Size 




Justiricotlon 


> 


Ploin teHt 

Bald 

/tafft 




Underttne 




lowercase 

UPPERCRSE 

Title 


Type... 


J!lJ 



-\ Ghicogo 1 


Courier 




Geneuo 




Keluetico 


Monaco 


Symbol 




Times 


1 


- Left 




Center 




Right 





6 

0) 

10 

t)S 

14 

18 

20 

24 

30 

36 

48 

60 

72 





Bring to Front 


KF 




Send to Beck 


KJ 




Shuffle Up 


m 




Shuffle Down 


n] 




Send To Layer 


► 




Object... 


lei 




Scale... 






Rtign... 


»v 


-> 


Group 


KG 




Ungroup 


KU 




lock 


KL 




Unlock 






Edit Polygon 


«C 


-> 


Smooth Polygon 




UnSmooth Polygon 




Split Polygons 


jjj 



Layer f*\ 
layer ^2 
layer 
layer <^4 



Rotote * > 

Free Rotote 
Flip Horizontal 
Flip Uertlcol 
Flip Both RHOf 



RutoTrace to k 



Fill 

Inciert 
Crop [Dork 
Troce Edges 

Perspectiue (1 Pt) 
Perspectiue (2 Pt) 
Skew 
Distort 



Restore 



Originol 



Show Rulers 
Rulers... 


Ufire Frome XI 
Postscript X2 




Oisploy ^ 

New Ulew 
Uiews ^ 






Home Blew 
Reduce to Fit 




loyer Manoger 
layers > 


Custom blew ^1 
Custom ulew ^2 










Snop to Grid 
./Guides 
Show Grid Lines 
Grids... 


Delete Blew 




Hide Rti Layers X4 
Show Bit Layers X5 


Loyer ^1 


Show Size 
Hide Info Henoger 
Show Page Breaks 
Drawing Size... 





15 * 

30* 

45* 

60 * 

90* 



Other... I 
Polygon 

Smooth Polygon 




Rdd Macro 
Delete Mocro 



1^ 



Load Set... 




Saue Set os.. 




Clear Set 




Macro 


«1 


Macro 




Macro 





[^Document I 
Oocument 2 | 



indicates commands that also appear in Canvas DA 
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^ Canvas 



Keyboard Equivalents (i of 4) 

Access last drawing tool used 

Add point to polygon while editing 

Add selected element to macros* 3§A 

Alignment manager §§Y * or % alignment icon 



Bold text 360 B 

Bring to front 36 F 



Cancel screen redraw 

Circle, create 

Circle, draw from center 

Clear element 

Clone bit map 

Clone object 

Compress type 

Copy element 

Crop bit map 

Cut element 



36. 

O ''/oval tool 

"/oval tool 

<3 

It element 

(element must be lassoed or marqueed) 

"/arrow tool 

36“‘> handle "^/ arrow 

36C 

It handle "'/arrow 

36X 



Delete point from polygon O'^lit while editing 

Draw with bit map 36*^ It element 

(element must be lassoed or marqueed) 

Duplicate element 36 D 

Duplication manager* 36 W 



Edit polygon 36 E polygon icon 

Ellipse, draw from center It "'/oval tool 

Expand type 36”'> handle "/arrow 



36G 



Group elements 
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m Canvas 

Keyboard Equivalents (2 of 4) 

Hand tool, select temporarily 

Hide all layers except current* §§4 

Home view (upper left of layer #1) 

Increase type size by one point §€0> 

Italic text SOI 

Lock element SL 

Magnify/demagnify view size S% 'Vpenci! 

Move bit map 45° O it element 

(element must be lassoed or marqueed) 

Move element single pixel or t 

Move element 10 pixels S-4, A, ort 

Move element 50 pixels 4-, or t 

Move object 45° O it 'Varrow 

New document, create SN 

Object manager* SI 

Open ellipse S 'it arc icon, it round handle 

Open existing document SO 

* Not available in Canvas DA 



S command 4 -» return (H keypad key 

O shift w enter ^ space bar 

option ^ escape FI function key 

control <3 delete % mouse click 

tab [ 2 > fwd. delete it mouse drag 
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Canvas 



Keyboard Equivalents (3 of 4) 



Paste element 3§V 

Peel away ruler ^ on ruler V arrow 

Perpendicular lines, create O ^ ‘V//ne tool 

Plain text §60 P 

PostScript display (print preview)* §62 

Print document §6P 



Quarter circle, create O ^ Varc tool 

QuickDraw display (normal)* §63 

Quit Canvas §6Q 



Rectangle, draw from center '=555 ^ 'V rectangle tool 

Redraw screen image § 6 K 

Reduce to fit (in window) § 6 *^R 

Reduce type size by one point §60< 

Rewrap type ^ handle arrow 

Rotate element 90°* § 6 R 

Save drawing § 6 S 

Scale bit map §6 ^ corner of marqueed image 

Scale object handle Harrow 

Scale type 0§6 handle V arrow 

Select all elements on active layer § 6 A 

Select contiguous area in bit map %% ^/lasso 

Select entire bit map >> marquee icon 

Select entire words word, over others 

Select irregular white space lasso 

Send to back § 6 J 

Set width of text block 'Vtype tool 

Show all layers* §65 
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^ Canvas 

Keyboard Equivalents (4 of 4) 

Shrink marquee to bit map §6 ^ ^/marquee 

Shuffle down (backward) 36] 

Shuffle up (forward) 36 [ 

Smooth polygon 36 O'- 
Split/bind polygon* 36* 

Square, create 'Vrectangle tool 

Square, draw from center ^ '^/rectangle tool 

Switch to custom view number I#] 36‘^[#] 

Type size, change 0 type icon 

Type, edit specifications 36T or %% type icon 

Typeface, change 36% type icon 

Underline text 360U 

Undo/redo last operation 36 Z 

Ungroup elements 36 U 

Unsmooth polygon 360-^ 

Wire-frame display (key line)* 361 

* Not available in Canvas DA 
Accurate for Canvas, version 2 A 



36 command return HI keypad key 

O shift TNT enter i.. spacebar 

option ^ escape FI function key 

^ control <3 delete % mouse click 

41 tab CE> fwd. delete mouse drag 
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MacDraw II 



Toolbox 





Arrow 


to select element, ^ to move 


A 


Type 


\ to set text origin, across type to edit 




Line 


*"> to draw straight line 


□ 


Rectangle 


to draw rectangle 


o 


Rnd. corner 


It to draw rectangle with round comers 


o 


Oval 


It to draw ellipse 




Arc 


It to draw quarter ellipse 




Freeform 


It to draw smoothed polygon 


<2 


Polygon 


\ to create corners for geometric polygon 


a 


Note 


% to determine placement of stick-on note 




Drawing Software ♦ 31 I 



MacDraw II 



Menus 
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MacDraw II 



Keyboard Equivalents (i of 3) 

Access last tool used 

Add point to polygon > during reshape 

Bold text 36 B 



Change default setting 

Change rulers 

Check all spelling 

Check spelling of selection 

Circle, create 

Clear element 

Close document 

Copy element 

Current view size/100%, toggle 
Cut element 



...36 choose command 
ruler number box 

36= 

360= 

'Voval tool 

<3 

36W 

36C 

360M 

36X 



Delete point from polygon during reshape 

Demagnify view size 36<- 

Down one layer/previous slide 364 

Duplicate element 36 D 

Fit to window view size 36M 

Group elements 36G 

Help 36/ or HELP 

Italic text 36 1 

Lock element 36H 



Magnify view size 36-> 

Move backward 36 J 

Move forward 36 F 
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m MacDraw II 

Keyboard Equivalents (2 of 3) 

Move to back 3€OJ 

Move to front 360 F 

Move window to back 36 OW 

New document, create 36N 

New layer or slide, create 38 ON 

Nonsmoothing comer '^/polygon tool 

Open as library 3800 

Open existing document 380 

Page setup 360 P 

Paste element 36 V 

Perpendicular line, create 0'“> ^7 line tool 

Preferences dialog, access Vk center icon 

Print document 38 P 

Print one copy 38'^P 

Quit MacDraw II 380 

Rescale when pasting 380V 

Reshape polygon 38 R 

Rewrap type handle '^/arrow 

Rotate element 45® O ^ during rotation 

Rulers dialog, access %% on ruler 



36 command ^ return iO keypad key 

O shift w enter ^ spacebar 

option ^ escape FI function key 

control <HJ delete % mouse click 

41 tab [E> fwd. delete mouse drag 
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m MacDraw II 

Keyboard Equivalents (3 of 3) 

Save as different name or location 36 OS 

Save drawing 36 S 

Scale object handle arrow 

Select all elements in document 360A 

Select all elements on active layer 36A 

Select element on other layer arrow 

Select tool permanently %% tool icon 

Smooth polygon 36 E 

Square, create O rectangle tool 

Switch to custom view number [#] 36 [ #3 

Turn autogrid on/off 36Y 

Underline text 36 U 

Undo/redo last operation 36 Z 

Ungroup elements 360G 

Unlock element 360H 

Unsmooth polygon 360E 

Up one layer/next slide 36 1 

View element while transforming 36 

Accurate for MacDraw II, version 1,1 



36 command ^ return m keypad key 

O shift ^ enter ^ space bar 

option ^ escape FI function key 

^ control <3 delete % mouse click 

♦I tab E> fwd. delete mouse drag 
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MacDraw II 



Ten Hottest Tips 

o Using the same tool twice. When selecting a tool, 
double-click the icon if you wish it to remain selected 
after drawing. The icon will appear reversed. 

o Line patterns. You may fill a line or the outline of a 
shape with a pattern by pressing the option key and 
clicking on the pattern while the element is selected. 
This also works for coloring text, as long as the se- 
lected pattern is a solid color. 

o Paste it where you want it. To determine the place- 
ment of pasted images, click on the page before past- 
ing. The location where you click will determine the 
center of the Clipboard contents. Clicking also deter- 
mines the center of a change in the view size. 

^ Editing the Scrapbook. MacDraw may be used to edit 
any image saved to the Scrapbook, regardless of where 
it originated. Text saved to the Scrapbook may be ed- 
ited, even if it was saved with other graphic elements. 

o Choosing a view. Name the most common view sizes 
you use by choosing the Set View command. View 
names are listed at the bottom of the Layout menu and 
may be accessed from the keyboard (commano-1, 
command-2, and so on). You might save this document 
as “Stationery” and use it to create other images. 

^ Selective printing. MacDraw always prints all layers 
up to and including the current layer. If you only want 
to print one layer, send that layer to the bottom, go 
down to it, and print. 

o Drawing cylinders. To draw a cylindrical object like a 
pipe, column, or can, select the “Round ends” option 




in the Round Corners dialog box. Then draw the object 
with the round-corner tool. 




You can create cylindrical objects like these smokestacks 
by selecting ** Round ends*' in the Bound Corners dialog. 



o Creating many-sided lines. To prevent a polygon from 
closing when creating points close to the first point, 
press the option key. 

♦ Creating pie charts. To create a pie chart, draw an arc 
with the arc tool and choose the Reshape command. 
The current pattern will fill the arc as though a slice of 
pie has been taken from it. 

♦ Sharp corners in a smoothed polygon. For sharp cor- 
ners in a smoothed shape or line, overlap one point 
onto its neighbor. To make two points coincident while 
creating a shape, option-double-click with the poly- 
gon tool. 
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X SuperPaint 



Toolbox 

Arrow 

2-layer select 
Hand 
Type 
Perp. line 
Line 

Rectangle 
Round corner 
Oval 
Polygon 
Multigon 
Arc 

Freehand 

Marquee* 
Free select* 
Oval select* 
Poly select* 
Lasso* 

Free bit map* 
Paintbrush* 
Paint can* 
Pencil* 
Eraser* 



A 

Q 

A 

+ 



□ 

O 

o 

d 

O 



— 

A. 

A 

L 



% to select, It to move 
^ to select images on both layers 
It to move page in window 
> to set text origin, ""It across to edit 
It to draw horizontal or vertical line 
^ to draw straight line at any angle 
It to draw rectangle 

It to draw rectangle with round corners 
It to draw ellipse 

\ to create corners for geometric polygon 
^ to draw equilateral polygons 
It to draw quarter ellipse 
It to draw freehand lines 

^ to select rectangular bit map 
to select free-form portion of bit map 
It to select elliptical portion of bit map 
^ to select polygonal portion of bit map 
^ to select irregular portion of bit map 
^ to draw free-form bit-mapped lines 
It to draw free-form lines in brush shape 
^ to fill area with current pattern 
■“> to draw or delete free-form lines 
^ to delete general portions of bit map 



* 



Applicable to bit maps only 




SuperPaint 



Menus 
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SuperPaint 



Menus 




9 point 

to 

14 

18 

24 

36 

48 

72 

Other (6)... 

Smstler 

Larger 



Paint Mode ► 

Paste Mode ^ 

Paint Multiple 
Brush Symmetry... 
airbrush Settings... 


RutoTrace 


»T 


RutoTrace Settings... 


New SuperBIts. 


... 


Inuert 




Fill 




Trace Edges 




Blended Fill 


► 


Oiffuse 




Lighten 




Darken 




Pickup 





v^poque Paint 
Transparent Paint 
Paint on Black 
Inuert Paint 




Dual 
Radial 
Diagonal 
Center Out 
Top to Bottom 



vline Pat to nil Pat 
Use Current Patterns 




Paint, Draw, and Reshape menus alternate based on 
state of selection 
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% SuperPaint 



Keyboard Equivalents (i of 5) 



Actual view size (100%) 

Actual view size/fat bits, toggle 

Actual/fit in window, toggle .... 
Align objects 

Align objects, apply 
current settings 

Autotrace bit map 





'V pencil 

or %% pencil icon 

%% hand icon 

§€M 

choose Augn Objects 

m 



Begin marquee 
on existing marquee 

Begin text block 
on existing marquee 

Bold text 

Bring to front 



4l”‘> 'V marquee 

....3€> Vfype tool 

§€OB 

38- 



Center text 

Change current layer 

Circle, create 

Clear element 

Clone bit map 

Close all documents 

Close current document 

Compress type 

Copy element 

Custom leading, apply 
current setting 

Custom type size, apply 
current setting 



§8<hC 

38/ 

O ^ V oval tool 

<m 

^ element 

(element must be lassoed or marqueed) 

choose Close or Close box 

38J 

36 ^ handle arrow 

38C 

choose Custom /# pt) 

choose Other /# pt) 
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X SuperPaint 



Keyboard Equivalents (2 of 5) 



Cut element 38X 

Cut to drawing/painting layer 3§Y 

Draw with bit map §6*^ ^ element 

(element must be lassoed or marqueed) 

Duplicate element 58 D 



Erase with half-sized cursor '^/eraser 

Expand type 56 It handle arrow 



Fill visible bit map only 
Fit in window 

Free rotate around 
opposite corner 

Free rotate by 5® 

Free rotate by 15° 

Full screen 

Grid, activate/deactivate 

Grid, show/hide 

Group elements 



paint can 

S60W 

....choose Free Rotate, ^ It 
choose Free Rotate, 560’“> 
...choose Free Rotate, O It 
56F 

560G 

560V 

56G 



Hand tool, select temporarily 



Hide/show all palettes 56 H 

Hide/show back layer 56 L 





command 


^ return 


m keypad key 


O 


shift 


^ enter 


space bar 




option 


^ escape 


FI function key 




control 


O delete 


% mouse click 




tab 


(H> fwd. delete 


mouse drag 
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% SuperPaint 



Keyboard Equivalents (3 of 5) 



Hinge/smooth point, toggle %% point ^/arrow 

Increase type size by 1 point §§0> 

Insert point in path arrow 

Italic text 8601 



Lasso without tightening It lasso 

Left-justify text 360 L 

Lines at 30® angles, create O*^ It V/ine tool 

or polygon tool 

Magnify to 800% actual view size 36 OE 

Move bit map 45® 0'“> element 

(element must be lassoed or marqueed) 

Move element single pixel A, or T 

Move object 45® O It arrow 



New document, create 36 N 

New page size choose New 



Object info 

Open existing document.... 
Outline text 

Paste element 

Perpendicular lines, create 

Perspective, apply 

one side at a time 

Plain text 

Print document 



361 

, 360 

3600 

36V 

It perpendicular line tool 

or 0’”> ^Vline tool or polygon tool 

choose Pebspective, 0““^ 

360P 

36P 
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SuperPaint 



Keyboard Equivalents (4 of 5) 

Quarter circle, create 0"'> Varc tool 

Quit SuperPaint 36Q 

Reduce type size by 1 point 3§0< 

Reshape polygon 36 R 

Rewrap type It handle arrow 

Right-justify text 360 R 

Rotate element, apply 

current settings choose Rotate Selection 

Rulers, show/hide 36 OM 

Save all documents choose Save 

Save drawing 38S 

Scale bit map 36 ^ comer ofmarqueed image 

Scale element, apply 

current settings choose Scale Selection 



Scale object 36 It handle 'V arrow 

Scale type 036 ^ handle Harrow 

Select all elements on current layer 36 A 

Select contiguous area in bit map %% **7 lasso 

Select contiguous white area 36 it % V/asso 

Select entire bit map %% any selection icon 

Select entire words word. It over others 





command 




return 


ID keypad key 


O 


shift 




enter 


M space bar 




option 




escape 


FI function key 




control 


<E\ 


delete 


% mouse click 


41 


tab 


E> 


fwd. delete 


mouse drag 
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SuperPaint 



Keyboard Equivalents 

Select range of points 

Select/deselect additional point 

Send to back 

Set width of text block 

Shadow text 

Shrink marquee to bit map 

Square, create 

Tighten marquee to bit map 

Trace edges with 

shadow effect 

Trace edges without expanding 
Transparent pattern 



(5 of 5) 

% point, another 

%%% arrow 

36- 

type tool 

360S 

§8 'V marquee 

O ^ 'Vrectangle tool 

V marquee 

O choose Trace Edges 

choose Trace Edges 

36'*‘> ^/paintbrush 



Underline text 380U 

Undo/redo last operation 36 Z or ^ 

Ungroup elements 36 U 

Zoom in 36 E 

Zoom out 36W 



Accurate for SuperPaint, version 2.0 



% 


command 




return 


ID keypad key 


o 


shift 




enter 


M space bar 




option 




escape 


FI function key 




control 


<a 


delete 


% mouse click 


41 


tab 


E> 


fwd. delete 


^ mouse drag 
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% SuperPaint 

Ten Hottest Tips 

o Getting the grabber hand while editing text. Like many 
programs, SuperPaint allows you to access the hand 
tool at any time by pressing the space bar. But to ac- 
cess the hand tool while in the middle of entering text, 

press COMMAND-SPACEBAR. 

o Closing all windows. To close all open windows, press 

OPTION and choose the Close command or click in the 
Close box. To save all open windows, press the option 
key and choose Save. 

o Consistent custom leading. You may apply the current 

custom line spacing (leading) or type size to selected 
text by pressing option when choosing the Custom or 
Other command from the Text menu. 

o Inverting a pattern. To invert a pattern, double-click 
the pattern to bring up the Edit Patterns dialog. Then 
press the command key and click once in the pattern 
editing box (the right-hand of the two boxes). 

^ Adjustable airbrush technique. The effects of painting 
with the airbrush tool may be altered while painting, 
much as if you were using a real airbrush. To increase 
or decrease the flow rate, for example, press the period 
or comma key. To enlarge or reduce the spray area, 
press the plus or minus key. To specify a round nozzle, 
press the R key; to paint with a fading cursor, press the 
F key; and so on. 
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^ What does this plug-in do? To determine the purpose 
of any plug-in tool or command, choose About 
SuperPaint and click the Plug-ins button in the resulting 
dialog box. This will produce a scrolling list of currently 
available plug-ins. Select a plug-in name and click on 
About to discover information on using and editing 
the tool. 

^ Reducing a bit map without gumming it up. When 
reducing a bit-mapped image, first transfer it to the 
drawing layer by choosing the Cur to Drawing com- 
mand so that it becomes a “SuperBits” object. Then go 
to the drawing layer (by clicking the compass icon in 
the toolbox) and reduce the hit map by dragging at one 
of the corner handles. This allows you to reduce the 
bit map without losing pixels, effectively increasing 
the resolution. 

o Editing a high-resolution painting. To edit the pixels 
in a SuperBits image, choose Edit SuperBits from the 
Draw menu. 

♦ Repetitious plug-in tools. The Sprinkles plug-in in the 
SP Pouch folder actually includes six tools, all of which, 
except Bubblemaker, are duplicates of tools in the Other 
Plug-Ins folder. Use ResEdit to open Sprinkles and 
delete all references to tools other than Bubblemaker 
to avoid repetitious tools in your palette. 

^ Creating your own plug-ins. Any plug-in tool that 
contains a CURS resource (short for cursor] operates 
by laying down a random pattern of icons. You may 
create your own custom plug-ins by duplicating a plug- 
in file, such as Snowflakes, and opening the duplicate 
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in ResEdit. Then open the CURS resource and edit 
each of the icons as you see fit. You should also edit the 
SIGN resource to determine the appearance of the tool 
in the SuperPaint palette. You may even change the 
author’s name in the TEXT resource so that your name 
will appear in the About dialog box. 




We created this sea life plug-in tool by editing the CURS 
resource of an existing plug-in with ResEdit. 
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File Managers 

File management has neither the glamor of computer 
graphics and desktop publishing, nor the obvious 
necessity of word processing. As a result, file manage- 
ment on the Mac is often ignored. 

But when properly used, file managers make it easy to 
organize large amounts of data, turning data into infor- 
mation and enabling you to make informed decisions 
and manage complex tasks. 

The common metaphor used to describe file managers 
is the index-card catalog. But unlike the simple index 
cards on which you might keep your favorite recipes 
or the names and phone numbers of your friends and 
colleagues, file managers provide the tools to quickly 
generate custom reports, sort data on multiple fields, 
and import and export data to and from other com- 
puter systems or software packages. 

The problem with file-management software, as a soft- 
ware category, is that it does not provide instant 
gratification. In order to benefit from an electronic fil- 
ing system, you must construct the system, input or 
capture the data, and define the reports and informa- 
tion that the system will generate. These tasks are dull 
at best. 

But the payoff of this effort is substantial. A working 
database system is the model of productivity, reward- 
ing your initial design efforts every time you print a re- 
port, look up some data, or generate a merge file to be 
used in the mailing of a form letter. 
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FileMaker II 



Menus 
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B FileMaker II 

Keyboard Equivalents (i of 4) 

Addition* + 

Bold text 38 OB 

Browse records 36 B 

Cancel operation 36. 

Clear data or object <E1 or 

Clear entire field 360d^ 

Close document 36 W 

Concatenation* & 

Copy data or object 36 C 

Current date* / / 

Current time* ; : : 

Cut data or object 36 X 

Define dialog, select calculation field 36C 

Define dialog, select date field 36 D 

Define dialog, select number field 36 N 

Define dialog, select picture field 36 P 

Define dialog, select summary field 36S 

Define dialog, select text field 36T 

Delete record, layout, or request 36 E 

Delete record, layout, or request, bypass dialog 36*^ E 

Display all fields in tab group in layout 4l 

Display next record, layout, or request 3641 

Display preceding record, layout, or request 36041 or 36*^41 

Division* / 

Duplicate record, layout, or request 36D 

Equal to* = 

Exponential (to power of...)* 
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m FileMaker II 

Keyboard Equivalents (2 of 4) 

Find all records matching specified criteria 



and add them to browsing routine 3SG 

Find records matching specified criteria 36 F 

Format date 360 D 

Format number 360N 

Greater than^ > 

Greater than or equal* > 

Grid, activate/deactivate 36Y 

Grid, deactivate temporarily 36 It object 

Grid, realign to object 361^ object 

Hard space character 

(forces two words to be read as one)* 

Help 36/ 

Italic text 3601 

Layout mode, access 36 L 

Left-justify text 360L 

Less than* < 

Less than or equal* < 



* For use in calculation formulas or fields 



9€ 


command 


return 


m keypad key 


■0 


shift 


w enter 


u space bar 




option 


^ escape 


FI function key 




control 


<E\ delete 


% mouse click 


41 


tab 


E> fwd. delete 


It mouse drag 
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^ FileMaker II 

Keyboard Equivalents (3 of 4) 

Middle- justify (center) text §§OM 

Move object vertically or horizontally 

Move to next field in record 

Move to preceding field in record 04 1 

Multiplication* * 

New record, layout, or request 36 N 

Not equal to* 

Omit records from browsing routine §60 

Omit records from browsing routine, 

bypass dialog (omit current record only) 36*^0 

Open existing document 3€O0 

Page number* ## 

Paste current date 360- 

Paste data or object 36 V 

Paste ditto (paste data 

from same field in last record) 36 ' 

Paste ditto, tab to next field 360 * 

Percentage* % 

Plain text 36 OP 

Preview document 36 U 

Print document 36 P 

Print document, bypass dialog 36*^P 

Quit FileMaker II 36Q 

Range* 

Record number* @@ 

Refind (repeat find request 

with specified changes) 36 F 
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^ FileAllaker II 

Keyboard Equivalents (4 of 4) 

Replace data in same field in other records 



with data from current field §6= 

Return character* H (*^7) 

Right-justify text 3€OR 

Run script (macro) number [#] 36(#] 

Script most recent actions (create macro) §8H 

Select all data in current field 

or all objects in layout §§A 

Sort order of records 3€S 

Subtraction/negation* - 

T squares (display vertical and 

horizontal guidelines in layout mode) 3§T 

Text constant* ” " around text 

Underline text §€OU 

Undo/redo last operation §€Z 



* For use in calculation formulas or fields 
Accurate for FileMaker If version 1.0 



%% 


command 


4-j return 


HI keypad key 


o 


shift 


^ enter 


M space bar 




option 


^ escape 


FI function key 




control 


delete 


% mouse click 


41 


tab 


{E> fwd. delete 


mouse drag 
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^ Microsoft File 

Menus 

Edit Fortn Orflantze 



Neui Datfiftle... 


KN 


Open Form... 


MO 


Close 


MUI 


$Qoe Form 
Save Form Rs... 


Page Selap... 
Print Form... 


MP 


Custom Setup... 
Flint Custom... 


ML 


Quit 


MQ 
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^ Microsoft File 

Keyboard Equivalents (i of 3) 



Addition* + 

Clear field or record <3 

Clear field or record unconditionally (bypass dialog) 36*^^ 

Copy field or record 3§C 

Cut field or record 36 X 

Division* / 

Equal to* = 

Find records matching specified criteria 36 F 

Form type dialog, select date field D 

Form type dialog, select number field N 

Form type dialog, select picture field P 

Form type dialog, select text field T 

Format field, label, or heading 

Greater than* > 

Greater than or equal* >= 

Help 36/ 

Hide selected records 36 H 



* For use in computation fields or dialogs 



36 command 
O shift 
option 
control 
41 tab 



4-» return 
enter 

^ escape 
<a delete 
[x> fwd. delete 



iO keypad key 
space bar 
FI function key 
> mouse click 
It mouse drag 
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^ Microsoft File 

Keyboard Equivalents (2 of 3) 

Less than* < 

Less than or equal* <=* 

Move field in back of other field ‘^***> 

Move field vertically or horizontally ^ 

Move to first field in next record ^ 

Move to first field in preceding record 

Move to next field in record 41 or<-« 

Move to preceding field in record 041 or O^ 

Move to record one screen down 

Move to record one screen up *^0^ 

Move to same field in next record 

Move to same field in preceding record 380^ 

Multiplication* * 

New document 36 N 

Not equal to* <> or >< 

Open alternate view of current form 36T or %% ruler 

Open alternate view 

of current record 36T or %% record number 

Open existing document §gO 

Paste current date 36 - 

Paste current time 36 ; 

Paste data from same field in last record 36 ' 

Paste field or record §6V 

Percentage* % 

Print document 36P 

Print document to custom paper size 36 L 
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^ Microsoft File 

Keyboard Equivalents (3 of 3) 



Quit Microsoft File 36Q 

Range* ^ 

Report summary of records 38 R 

Select all data in current field 

or all fields in form 38 A 

Send field or label to back 

Sort order of records 38S 

Subtraction/negation* - 

Undo/redo last operation 38Z 



Wild card for a single character* 

Wild card for any number of characters*. 



* For use in computation fields or dialogs 
Accurate for Microsoft File, version 2,00a 





command 


4 -* 


return 


M keypad key 


O 


shift 




enter 


M space bar 




option 




escape 


FI function key 




control 




delete 


mouse click 


41 


tab 




fwd. delete 


mouse drag 
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^ Panorama 



Icon Bars (with pop-up menus displayed) 





Open Design Sheet | 


§9 


Record Macroj 




Cut Line) 




Paste Line 


1 




Copy Line! 




Om 


Insert Neui Line| 




Add Neiu Line to END) 




Tab Doivn 






Find Neut 


la 


Select...P 


1 


m 


Seiect RLL 


/| 


Eupandl 




Enpand flll| 




CollapseT 




ii 


Undo| 



This icon bar appears in 
the Data Sheet mode. 



D 


Rename Picture) 


ISl 


First Picture! 


ft 


Preuious Picture} 


m 


Nent Picture 




m 


Last Picture 






Find Picture 




S3 














PRSTEl 







Neui Generation! 


sa 


Cut Line} 




Paste Linej 


IS 


Copy Linef 




insert Neui Line} 




Rdd New Line to END) 


o 


Tab Douinj 


Is 


Generate Ualuesj 




Set Up Link} 



This icon bar appears in 
the Design Sheet mode. 





Data Modej 


a 


Pointer! 




Crosshair Pointer} 


El 






Create/Edit Tiiel 


h*l 


Create/Edit Data Celis} 


O 


Create/Edit Caption Tout} 


m 


Create/Edit Paragraph Teut} 






o 


Create Rounded Rectangles! 


/ 


Create Lines! 


O 


Create Ouals/Circles] 


m 


Create/Edit Duttonp 


HI! 


Create/Edit Chart 




Create/Edit Fiash Rrt} 




Create/Edit Flash Rudio} 



This icon bar appears 
in the Flash Art mode. 



This icon bar appears 
in the Graphics mode. 
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^ Panorama 

Menus 



Edit Font Size Search Sort Moth Outline Macro 



Form 
Macro 
Cross Tab 



Neui tUindoui 


P 


Open Ullndom 


P 


Rrrange Ufindotus 
Rename (Ulndotu... 


P 


Delete tUindoui 




Open File... 
Close File 


MO 


Save 

Seue Rs... 
Reuert to Saved 


MS 


Page Setup... 

Preview 

Print... 


Quit 


B3 



Cross Tab 1 
Cross Tab 2 



Stock tUindotus 
Tile Ulindoufs 

Data Entry tUindoiu 
Untitled 



Chicago 

Courier 

Geneuo 

Meluetico 

Monaco 

Symbol 

Times 



Find... 
Find NohI 
Change... 


MF 

MN 


Select... 


MH 


Select Fewer... 


Ml 


Select Rdditionol... 


MM 


Select Rll 


MR 


Select Reverse 




Remove Unselected 




Count Selected Records 



Sort Up 
Sort Op Within 


m 


Sort Down 




1 Sort Down (Uithtn | 


Group Up 


MG 


Group Down 




Group 




1 Remove Summories... I 


1 Remove Oetell 


= 1 



Total 


MT 


Rverage 


MJ 


Count 




Minimum 




Maximum 




Running Total 




Running Difference 


Equation... 


M- 


Fill... 




Empty Fill... 




Sequence... 




Propagate 


MP 


Unpropagate 




Propagate Up 




Unpropaqate Up 

















^ Panorama 

Form Window Menus 
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^ Panorama 



Keyboard Equivalents (i of 4) 

Add new line to end of Data Sheet §6E 

Addition* + 

Average column of cells §8J 

Bold text in form §§B 

Bring to front 36= 

Cancel formula or operation 36 . 

Clear field or record <3 

Clone cell or object It 'V pointer icon 

Conditional expression* ? 

Confirm formula 

Copy cell or object ....36C 

Cut cell or object 36X 

Ditto character (copy data from cell above)* " 

Division* / 

Duplicate cell or object 360 

Equal to* = 

Equation, fill column with result 36= 

Exponential (to power of...)* '' 



* For use in the formula bar or macro editor 



36 command 
O shift 
option 
control 
■fl tab 



4-* return 
^ enter 
^ escape 
<3 delete 
(x> fwd. delete 



m keypad key 
M space bar 
FI function key 
% mouse click 
It mouse drag 
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Panorama 



§€F 

3€N 

,...> 



Keyboard Equivalents (2 of 4) 

Find cells matching specified criteria 

Find next cell matching same criteria 

Greater than* 

Greater than or equal* 

Group cells up (sort rows into groups 
and create subtotals) 

Group objects 



Indent line in macro* 

Integer division* 

Isolate field names with spaces 
or punctuation* 

Italic text in form 

Less than* 

Less than or equal* 

Merge equation into paragraph*. 

Move one cell down 

Move one cell left 

Move one cell right 

Move one cell up 

Multiplication* 



3gG 
3SG 

..41 

...\ 

« and » (*^\ and 0‘^\) 

§gl 

< 

< 

{ and } 

4-* or % tab down icon and 4! 

041 

41 

% tab down icon and 041 



Not equal to* ^ 

Nudge selected object down 36M 

Nudge selected object left 36 J 

Nudge selected object right 38 K 

Nudge selected object up 38 Y 

Number variable* # 
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^ Panorama 



Keyboard Equivalents (3 of 4) 



Open existing document 

Paste cell or object 

Percentage* 

Placeholder character*.... 

Plain text in form 

Plural unit variable* 

Print document 

Propagate (fill down) 

Protect document 
(set user level) 



§§0 

§6V 

% 

Q(-^Z) > 
3€P 



§€P 

3§P 

choose About Panorama 



Quit Panorama 3§Q 

Save document 

Scratch memory, change when launching 

Panorama icon at Finder) 
Select additional cells (“and” operator) §6M 



Select all cells or objects (displays hidden cells) 38A 

Select cells matching specified criteria, hide others §6H 



* For use in the formula bar or macro editor 





command 


return 


m keypad key 


O 


shift 


^ enter 


space bar 




option 


^ escape 


FI function key 




control 


<EJ delete 


% mouse click 


41 


tab 


E> fwd. delete 


**"> mouse drag 




64 ♦ File Managers 



m Panorama 

Keyboard Equivalents (4 of 4j 



Select entire line* %%% line 

Select entire word* word 

Select fewer cells (“or” operator) 36 L 

Send to back 36- 

Sort up (ascending order, A-Z) 36U 

Sort up (descending order, Z-A) 36 D 

Sounds like* (*^X) 

Spell out numbers variable* § (‘^6) 

Subtraction/negation* - 

Total column of cells 36T 

Undo/redo last operation 36 Z 

Ungroup object 36U 



* For use in the formula bar or macro editor 
Accurate for Panorama, version 1.5 



36 command 
O shift 
option 
^ control 
41 tab 



4-* return 
w enter 
^ escape 
delete 

E> fwd. delete 



HD keypad key 
M space bar 
FI function key 
mouse click 
mouse drag 
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HyperCard/text 

It is hard to tell if HyperCard has been a success, a 
failure, or neither. After the incredible hype upon its 
introduction, it was expected that HyperCard stacks 
would pervade the Macintosh world. But to date no 
commercial stacks have had very much success, and 
with few exceptions even public-domain and share- 
ware stacks are uninteresting. 

So why are we still talking about HyperCard (and its 
competitors)? One reason is that HyperCard has proven 
to be a tremendous success as a customizable front 
end to mainframes and other computers. Another is 
that although HyperCard is not a complete hypertext 
system, it is an excellent way to organize and distrib- 
ute large amounts of information. 

A number of video disks driven by HyperCard are now 
available, and tremendous examples of HyperCard use 
have been produced by Apple Computer as means of 
distributing information to software developers. Our 
own HyperCard version of Encyclopedia Macintosh 
has also been recognized for providing electronic access 
to the complete text and graphics of a 750-page book. 

Others areas where HyperCard is having an impact is 
with individual users who need certain types of cus- 
tom software, or who wish to learn about program- 
ming. These areas aren’t highly publicized, but benefit 
dramatically from the availability of HyperCard. If 
you’re a Macintosh user who has never tried Hyper- 
Card, your time would be well-spent going through 
the HyperCard tutorials and learning enough so that 
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you can design and build your own stack. You may or 
may not And that there are custom applications for 
which you can use HyperCard, but you will definitely 
learn an important lesson about how the Macintosh 
works and how software is created — and about the fu- 
ture of personal computing. 
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HyperCard 

Tools 






Hi 












o 

o 



Browse 


% button to activate, % field to enter type 


Button 


\ to select button, to draw button 


Field 


% to select field, 3§ ^ to draw field 


Marquee 


^ to select rectangular portion of painting 


Lasso 


to select irregular portion of painting 


Pencil 


to draw or delete free-form lines 


Paintbrush 


It to draw free-form lines in brush shape 


Eraser 


It to delete general portions of bit map 


Line 


to draw straight line at any angle 


Spraypaint 


to generate pattern of loose pixels 


Paint can 


to fill an area with current pattern 


Rectangle 


^ to draw rectangle 


Rnd. corner 


to draw rectangle with round corners 


Oval 


It to draw ellipse 


Freehand 


^ to draw free-form lines in line weight 


Reg. polygon 


It to draw equilateral polygon 


Polygon 


\ to create comers for geometric polygon 


Type 


% to create block of type (not used to edit) 
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HyperCard 



Menus 



f Go "Tools Objectr 



New Slack... 
Open Sleek... 
Saue a Copy... 



CompacI Slack 
Proteci Slack... 
Delete Stack... 




Page Setup... 
Print Card 


IIP 


Print Stack... 
Print Report... 




Quit HyperCard 


XQ 




Button Info... 
Field info... 
Card Info... 
Bkgnd Info... 
Stack Info... 




Select XS 

Select Rll XR 




Grid 
FatBits 
Power Keys 




F4H 






Inuert 




Line Size... 


Bring Closer X* 
Send Farther X- 




Darken 

Lighten 




Edit Pattern... 
Polygon Sides... 


New Button 
New Field 
New Background 




Rotate Left 
Rotate Right 
Flip Uertical 




Draw Filled 
Draw Centered 
Draw Multiple 




Flip Horizontal 






Opaque 

Transparent 






Keep XK 

Reuert 






Paint, Options, and Patterns menus appear only 
when a painting tool is selected 





HyperCard 



Keyboard Equivalents (i of 6) 

Actual size/fat bits, toggle* pencil icon or §§% pencil tool 

Advance cursor to next field* 4l 



Back, retrace through cards 
viewed so far 

Background/card, toggle 

Black pattern, select* 

Bring closer (forward) 

Browse tool, select 

Brush shape, select* 

Button locations, show temporarily*, 
Button tool, select 



orm^ or or S'-* 

SB 

B 

S= 

S4I 

.. Vk paintbrush icon 

S*^ 

S4I4I 



Cancel current operation S . 

Card pictures, show temporarily (hide background)* *^0 

Change number of sides 

in equilateral polygon* > regular polygon icon 

Change to next typeface S^> 

Change to previous typeface SO< 

Circle, create* O ^ Vovoi tool 



* Exclusively applicable to the browse mode 

* Specifically for use when a painting tool is selected 





command 


4-* 


return 


iO keypad key 


o 


shift 




enter 


M space bar 




option 




escape 


FI function key 




control 


<g 


delete 


% mouse click 


41 


tab 


\E> 


fwd. delete 


mouse drag 
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HyperCard 



Keyboard Equivalents (2 of 6) 

Clear object <E1 

Clone selected button ^ ^/button tool 

Clone selected field 'V field tool 

Clone selected picture* ^ picture 

Compact Stack, show command File menu 

Copy object 36C 

Cut object 36X 

Darken selection* D 

Delete Stack, show command File menu 

Draw filled shape* %% shape tool icon (except reg. polygon) 

Draw from center/corner, toggle* C 

Draw multiple shapes, toggle* M 

Draw with selected picture* it picture 



Edit button script '^'/button tool or §6*^1^ ^Vbrowse tool 

Edit current background script 

Edit current card script 38'^C 

Edit field script K> k% field tool or^O^k 'V browse tool 

Edit pattern* %% pattern icon 

Edit stack script 

Erase entire card* > > eraser icon 

Erase opaque (hide background)* §§ it "'/eraser tool 

Erase with paintbrush or spraypaint tool* 3€ ^ "'/tool 



Field and button locations, show temporarily* 360*^ 

Field tool, select 364I4I4I 

Fill selection* F 

Find specified field text F 

First card in stack, go to §61 or§6<- 
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HyperCard 



Keyboard Equivalents (3 of 6) 



Flip selection horizontally* H 

Flip selection vertically* V 

Forward through retraced cards 



Grab multiple words of field text 

while in message box 36 field text 

Grab pattern off page 

(gridded)* % while Pattern dialog displayed 

Grab single word of field text 

while in message box 36 % field text 



Grid, activate/deactivate*. 



G 



Help stack, go to 36/ 

Home, close current stack 36H 



Increase leading 36"^> or 360“^> in version 1.2 or later 



Increase type size 36> 

Invert selection* I 

Keep (save) picture on current card* 36 K 

Lasso entire enclosed shape* 36 % ''/lasso tool 



* Exclusively applicable to the browse mode 

* Specifically for use when a painting tool is selected 



9€ 


command 


4 -< 


return 


HI keypad key 


O 


shift 




enter 


M space bar 




option 




escape 


FI function key 




control 


<3 


delete 


% mouse click 


^1 


tab 


\E> 


fwd. delete 


mouse drag 




72 ♦ HyperCard/Hypertext 




HyperCard 



Keyboard Equivalents (4 of 6) 



Last card in stack, advance to 3S4 orS6-> 

Lighten selection* L 

Line weight, select* 1, 2, 3, 4, 6, 8 

Lines at 15® angles, create* ^Vline tool or polygon tool 

Mark current card for quick return 

(may mark multiple cards) 

Menu bar, show/hide 36^ 

Message box, display 36M 

Move selected picture in 45® direction* O 

New button, create 33 ^ ^Vbutton tool 

New card, create 38 N 

New field, create 3§ field tool 

Next card in stack, advance to 383 



Opaque areas, show temporarily as black* *^0 

Opaque selection* 0 



Open existing stack 380 or % appropriate button in Home 



Paste miniature of copied card 36 OV 

Paste object 38V 

Pattern palette, display at cursor position* 41 

Patterned lines, create* 'Vline tool 



Perpendicular lines, create* O ^ '^'/any painting tool 

or eraser tool 



Pickup pattern behind selection* P 

Previous card in stack, go to 382 

Print card 38 P 

Protect Stack, show command 38'^ File menu 
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$ HyperCard 



Keyboard Equivalents (5 of 6) 

Quick return to marked card 

(return to most recently marked card first) St 

Quit from application launched 

by HyperCard back to Finder 

Quit from application launched 

by HyperCard back to HyperCard SQ 

Quit HyperCard SQ 

Recent (display thumbnails of last 42 cards) SR 

Reduce leading S*^< or SO‘^< In version 1,2 or later 

Reduce type size S< 

Revert to last picture saved with Keep command* R 

Rotate selection left (90® counterclockwise)* [ 

Rotate selection right (90® clockwise)* ] 



Scale button* 

Scale field* 

Scale proportionally*. . 
Scale selected picture*. 
Select all images* 



. corner ^/button tool 
.... corner 'V field tool 
SO marquee corner 
....S ^ marquee corner 

SA or A 



^ Exclusively applicable to the browse mode 
* Specifically for use when a painting tool is selected 



S command 
O shift 
option 
control 
tab 



return 
•5^ enter 
^ escape 
^ delete 
[x> fwd. delete 



iO keypad key 
space bar 
FI function key 
% mouse click 
mouse drag 
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^ HyperCard 



Keyboard Equivalents (6 of 6) 



Select all pictures on card* 

Select most recent image drawn* 

Send farther (behind) 

Shapes with patterned outlines, create 

Shrink marquee to picture* 

Square, create 



% % lasso or marquee icon 

36S orS 

38- 

any shape tool 

38'”> V marquee 

O ^ 'V rectangle tool 



Tear off menus 

Toolbox, display at cursor position 

Trace edges of selection* 

Transparent selection* 

Type style specifications 



Tools or Patterns menu 
*^41 



38T 



Undo/redo last operation 



36Z or^*orJM^* 



White pattern, select*. 



W 



^ Exclusively applicable to the browse mode 
* Specifically for use when a painting tool is selected 
Accurate for HyperCard, version 1.2,2 



38 command 
O shift 
option 
^ control 
4 ) tab 



4-* return 
enter 

^ escape 
O delete 
{E> fwd. delete 



M keypad key 
M space bar 
FI function key 
% mouse click 
mouse drag 
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HyperCard 



1 6 Hottest Tips 

o Saving disk space. Choose Compact Stack from the 
File menu to rewrite the current stack, thereby de- 
creasing its size on disk. 

o The versatile tilde. To return to the most recently dis- 
played card, even if it was in a different stack, you 
have only to press the tilde key Luckily, this doesn’t 
prevent you from accessing the tilde or grave accent C) 
character. To get the tilde, press shift-tilde. To get the 
grave, press option-tilde followed by the character over 
which you want it to appear. If you want to produce 
the grave accent by itself, press option-tilde followed 
by the space bar. 

o Tool equivalents. You may display the toolbox by 
pressing option-tab. If you want to select the browse 
tool (the one with the pointing finger), press command- 
tab. You may also select the button and field tools 
from the keyboard by pressing the tab key multiple 
times in a row. For example, to get the button tool, 
hold down command and press tab twice; and to get 
the field tool, hold down command and press tab 
three times. 

o Drawing new buttons and fields. To create a new 
button or field, select the button or field tool and 
command-drag. 

o Accessing scripts quickly. Shift-double-clicking a 
button or field with the button or field tool will bring 
up the script for that object. Pressing command and 
OPTION while clicking a button with the browse tool 
brings up the button script; command-shift-option- 
clicking a field brings up the field script. In addition. 
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coMMAND-opnoN-C brings up the script for the current 
card, command-option-B displays the background script, 
and COMMAND-OPTION-S brings up the stack script. 

o Not-so-smart quotes. If you create documents as often 
as we do, you may be accustomed to pressing option-I 
and SHIFT-OPTION-I when you want to access opening 
and closing quotation marks (“ and Unfortunately, 
if you try to use the opening and closing quotes in a 
script or message-box command, HyperCard will re- 
turn an error. You must always use the straight double 
quote ("). We wrote this hint for ourselves as much as 
for anyone else. Believe it or not, almost every time we 
use HyperCard, we make this same mistake, and it 
takes us several minutes to figure out what we were 
doing wrong. You’re probably smart enough to know 
better. 

o Font problems? Here’s another one for the “so smart 
we’re dumb” crowd. If you’re like us, you’ve cleared 
your System hie of all but the most essential screen 
fonts— Geneva 9-point and 12-point, Monaco 9-point, 
and Chicago 12-point — and relegated the rest to suit- 
cases that you open with Masterjuggler or Suitcase. If 
the type across the top of the first Home card and 
elsewhere in the stack looks awful, it’s because you 
don’t have Times 18-point open. Since we don’t use 
this font elsewhere, we’ve loaded it into HyperCard 
directly. Simply launch Apple’s Font/DA Mover util- 
ity, option-click the Open button (which allows you to 
select from non-suitcase files), and select HyperCard. 
Then copy Times 18-point from one of your original 
System disks to the HyperCard application. 

o I can’t change the user level! Most people already 
know this one, but if you’ve never run into it before, 
maybe we can help you avoid a traumatic experience. 
When you set the user mode to “browsing” or “t)q)ing,” 
you lose three commands from the File menu: Compact 
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Stack, Protect Stack, and Delete Stack. This can seem 
like a big problem if you need to get to the dialog box 
required to raise the user level. But by pressing com- 
mand while displaying the File menu, you cause the 
commands to reappear. 

^ Test your stacks in all modes. Everyone tries to test 
their stacks the best they can before throwing them to 
the masses. But many programmers overlook testing 
their stacks in any but the “scripting’* user mode. If 
you plan to distribute your stack in another mode, 
such as “browsing,” so as to discourage alterations, 
you should experiment with eveiy feature of your stack 
in that mode. Some of the most common problems in 
using stacks arise when a programmer forgets to ac- 
count for the user mode. 

o Dialing the phone without wearing out your fingers. 
The “dial” command is an integral part of the Hyper- 
Talk language. This means that you can dial phone 
numbers in any stack. You can even dial a number on 
a touch-tone phone just by holding your receiver up to 
your Mac’s speaker. When using the “dial” command 
in the message box or elsewhere outside of the Phone 
stack, do not use hyphens. Just type all seven numbers 
(or eight, ten, or eleven for long distance) in a row. 

If your phone isn’t sensitive enough to pick up tones 
emitted from your Mac’s speaker, try turning up the 
volume from the Control Panel, or use a modem. A 
modem doesn’t always have to blurt high-pitched 
noises into the phone. Sometimes, you can just use it 
to dial the phone. After it dials, pick up an extension 
and proceed normally. 

o Finder substitute. Any stack, including Home, can serve 

as a substitute for the Finder, providing a custom 
way station between running applications. First, set 
up a macro that launches HyperCard and opens the 
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appropriate stack every time your computer boots up. 
You can accomplish this using CE Software’s Quick- 
Timer or Affinity’s Tempo II with Autoboot. Your stack 
should contain buttons that allow you to launch your 
favorite applications. A sample button script might 
read “open "MacDraw".” 

When you quit an application run from a HyperCard 
stack, you are returned to that stack, completing the 
stack-as-Finder metaphor. If you want to quit an appli- 
cation all the way back to the Finder, thus quitting 
HyperCard, press command-option-Q. 

^ Capturing thumbnails. When you choose the Recent 
command, you display tiny thumbnail shots of the 42 
most recent cards you’ve been to, including those in 
other stacks. You can also capture these thumbnails 
for use in your stack — as a visual table of contents, for 
example. First choose Copy Card from the Edit menu. 
Notice that when you display the Edit menu now, the 
Paste command reads Paste Card. If you press the shift 
key and display the Edit menu, the same command 
reads Paste Picture. By choosing this command, you 
paste a tiny bit-map thumbnail, Vaz of the real size. Or, 
simply press shift-command-V. 

^ Grabbing field text. In the message box, you can lift a 
word of type in a field by command-clicking the 
word. This is especially useful if you want to perform 
your own search command through a stack. Press 
command-M to display the message box. Then press 
command-F to insert a “find” command with the text- 
entry cursor set between the two quotes. If you want to 
search for a word in a field in the current card, 
command-click the word and it will automatically 
appear between the two quotes in the message box. If 
you want to search for more than one word, command- 
drag. Pressing return will highlight the entry in the 
current card, so you’ll have to press return twice to 
search other cards. 
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♦ Creating custom icons. Making custom button icons 
for HyperCard stacks is a very simple process if you 
have Apple’s ResEdit utility. In ResEdit, open the 
HyperCard application, and then double-click on 
the ICON resource, displaying all button icons cur- 
rently used by HyperCard. To create your own button, 
you may edit an existing button that you don’t use 
very often, such as Bill Atkinson’s face. Double-click 
the icon and an editing window appears, allowing you 
to turn on and off pixels as you would in MacPaint’s 
“fat-bits” mode. If you don’t want to lose any existing 
icons, select an icon and choose the Duplicate com- 
mand from the Edit menu. This creates two identical 
button icons, one of which you may edit by double- 
clicking. You may also want to change the icon name 
after closing the edit window by choosing Get Info 
from the File menu for a selected icon. 



icon ID: 0 (none) 




^ O <p O' <> !!<;. 

o C^> <3 -Ch o DO 

c^>o O O <3 O O lO 



[ None 



] ll OK Jl C Cancel ) 



By duplicating the icon for Bill's face and editing it, we 
were able to create our own button icon representing one 
of our faces. 



If you want your button icons to appear correctly for 
users running different HyperCard applications on their 
own machines, you must install the icon in your stack 
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as well. While still in ResEdit, copy the button in the 
HyperCard application ICON resource. Then open your 
stack. You will probably get an Alert box warning you 
that no resource fork exists for the file you*re trying to 
open and that proceeding will create one. Allow this 
to happen by clicking OK. Then choose Paste. A new 
ICON resource appears with your custom icon inside. 

♦ Function problems. Many functions (“mouseClick,” 
“clickLoc,” and so on) intercept more information than 
you might expect. For example, an “on returnKey” or 
“on enterKey” routine is commonly used to capture 
strings entered by the user for a “find” routine or 
some related purpose. However, the “returnKey” or 
“enterKey” function toggles when the respective key 
is pressed, even in the message box. Since the message 
box is generally used to enter literal commands, you 
may want to include a modifier in your code. A bit of 
extra code such as “if message empty then...” filters 
out commands entered into the message box. 

Incidentally, if you don't want users taking advantage 
of the message box, you can intercept all messages as 
well using the “returnKey” and “enterKey” functions. 

♦ Anyone can forget a password. HyperCard’s getting 
old these days. We created our first stack over three 
years ago, and have barely touched it since. In the 
meantime, of course, we managed to completely forget 
the password. We even had it written down somewhere. 

Some would say it serves us right for not sharing infor- 
mation. But luckily, some smart guys named Ned 
Hovath and Allan Foster wrote Deprotect, a utility that 
gets rid of your password entirely. You can even get 
rid of other people’s passwords with it. 
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111 Spinnaker Plus 



Browse & Button Icon Bars 




Browse 
Get info 

Show foreground 
Show background 
Paint tool palette 
Button 
Text field 

Word processing field 
Database field 
Draw object 
Paint object 




Browse 
Get info 

Show foreground 
Show background 
Button icon indicator 
Transparent button 
Opaque button 
Rectangular button 
Shadow button 
Round corner button 
Check box button 
Radio button 
Show/hide name 
Auto highlight 
Get icon 
Link to 

Foreground color 
Background color 
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■ Spinnaker Plus 



Field & Draw Object Icon Bars 



h 


Browse 


h 


• 

1 


Get info 


• 

1 


1 ^ 


Show foreground 


|Sj] 


n 


Show background 


o 


111 


Field icon indicator 


8BM 


W’ 


Transparent field 


B 


o 


Opaque field 


a 




Rectangular field 


o 


□ 


Shadow field 


/ 


1 1 


Scrolling field 


\ 


& 


Lock/unlock text 


— 


1 1 


Show/hide lines 


1 


N 


Wide margins 


N| 


■4 ^ 


Link to 


li; 



-► 4 - 




Browse 
Get info 

Show foreground 

Show background 

Draw object icon indicator 

Rectangle 

Round corner 

Oval 

Diagonal line up 
Diagonal line down 
Horizontal line 
Vertical line 
Show/hide name 
Auto-highlight 
Link to 
Pattern 

Name/outline color 
Foreground color 
Background color 
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HI Spinnaker Plus 

Paint Object Icon Bar 

Browse 
Get info 

Show foreground 
Show background 
Paint object icon indicator 
Hand 
Marquee 
Lasso 
Pencil 
Brush 
Eraser 
Line 

Spraypaint 
Paint can 
Type 
Rectangle 
Round corner 
Oval 

Freehand 
Regular polygon 
Polygon 
Pattern 

Foreground color 
Background color 
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lU Spinnaker Plus 

Menus 



I *|UB *^*^** Nttt>lgotton Object TeHt font Grephtc 



Neui... 

Open... 



Close 

Seue 



KtU| 

ns 



Compact Stack 
Protect Stack... 
Saue a Copy... 



Import... 



Page Setup... 
Print Card n? 
Print... 



Quit 



»Q 







Spinnaker Plus 



Menus 
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lU Spinnaker Plus 



Keyboard Equivalents (i of 5) 

Actual view size (100%)* §60 

or^%% pencil icon 

Advance cursor to next field I 



Back (retrace through cards 
viewed so far) 

Background/card, toggle 

Bring closer (forward) 

Browse icon, select : 

Brush shape, select* 

Button icon, select 

Button locations, show temporarily 

Cancel current operation 

Change number of sides 
in equilateral polygon* 

Change to next typeface 

Change to previous typeface 

Circle, create* 

Clear object 

Clone selected button 

Clone selected field 

Clone selected picture* 

Close stack or script 

Colorize black and gray images* 

Copy object 

Cut object 



m^or^i or§€'- 



§641 

%% paintbrush icon 

§64141 

§ 6 *^ 



> regular polygon icon 

§ 60 > 

§ 60 < 

O 'V oval icon 

<3 

It 'V button icon 

^ field icon 

^ picture 

§6W 

^ 'V eraser icon 

§6C 

§6X 
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■ Spinnaker Plus 

Keyboard Equivalents (2 of 5) 

Draw filled shape* %% shape icon 

(except regular polygon) 

Edit button script in button 

Edit current background script 

^ in card 

Edit current card script §§'^C 

Edit field script or > in field 

Edit script of selected object get info icon 

Edit stack script 3€0‘^S 

in card 

Eight times actual view size (800%)* 368 

Erase entire layer* %% eraser icon 

Erase opaque (hide background)* 36 ^ V eraser icon 

or 36*=^ ^ Vicon 

Erase with paintbrush 

or spraypaint icon* ^ 'Vicon 

Field and button locations, 

show temporarily 360*^ 

Field icon, select 36^W"fl 

* Specifically for use when a paint object icon is selected 



36 command 4-» return (H keypad key 

O shift ^ enter m space bar 

option ^ escape FI function key 

control <3 delete % mouse click 

41 tab IB> fwd. delete mouse drag 
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lU Spinnaker Plus 

Keyboard Equivalents (3 of 5) 

Find specified field text 

First card in stack, go to or3€<- 

Format script 4l 

Format script and close window 

Forward through retraced cards 

Help stack, go to §6/ 

Home, close current stack 36 H 

Increase type size in field 36 > 

Large fiill-screen/normal view, toggle 36 L 

Last card in stack, advance to 364 or 36-> 

Line weight, select* %% line icon 

Lines at 15® angles, create* O ^ *Vline icon 

or polygon icon 

Magnify view size* %% pencil icon 

Menu bar. show/hide 36^ 

Move selected picture in 45® direction* O It 

Move to beginning of current line of script 36^ 

Move to beginning of script 36t 

Move to end of current line of script 36-> 

Move to end of script 364 

New button, create %% button icon 

New card, create 36N 

New field, create Vk field icon 

Next card in stack, advance to 363 or 
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Spinnaker Plus 

Keyboard Equivalents (4 of 5) 

Open existing stack 3€0 

or % appropriate button in Home 

Paste object SV 

Patterned lines, create* ^/line tool 

Perpendicular lines, create* O 

Vany painting icon or eraser 

Previous card in stack, go to 3§2 

Print card 36P 

Quit Spinnaker Plus |§Q 

Recent (display thumbnails of last 42 cards) 3SR 

Reduce type size in field 36< 

Reset icon bar to normal location 3§M 

Save stack or script 3€S 

Scale button corner button icon 

Scale field corner'^/ field icon 

Scale proportionally* It marquee corner 

Scale selected picture* 36 It marquee corner 



* Specifically for use when a paint object icon is selected 
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IH Spinnaker Plus 



Keyboard Equivalents (5 of 5) 



Select all 

Select all pictures 
in current layer* 

Send farther (behind) 

Shapes with patterned 
outlines, create* 

Show/hide icon bar 

Square, create* 

Tint on-screen colors* 

Undo/redo last operation 



36A 

%% lasso or marquee icon 

3€- 

It V any shape icon 

KT 

O rectangle icon 

It V eraser icon 

SZ 



* Specifically for use when a paint object icon is selected 
Accurate for Spinnaker Plus, version 2,0 



90 command 
O shift 
option 
control 
41 tab 



^ return 
w enter 
^ escape 
<H] delete 
\E> fwd. delete 



m keypad key 
M space bar 
FI function key 
% mouse click 
It mouse drag 





|dJyp|Q|0|0|D| / |+|>K 
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SuperCard/SuperEdit 



Drawing & Painting Toolboxes 

Arrow % to select object, ^ to move 

Type % to set text origin, across type to edit 

Perp. line to draw horizontal or vertical line 

Line to draw straight line at any angle 

Rectangle to draw rectangle 

Rnd. comer to draw rectangle with round comers 

Oval to draw ellipse 

Polygon % to create corners for geometric polygon 
Arc It to draw quarter ellipse 

Freehand It to draw free-form lines in line weight 

Autotrace to trace bit-mapped image 




Marquee 

Lasso 

Pencil 

Eraser 

Type 

Paintbrush 
Spraypaint 
Paint can 



"■> to select rectangular portion of bit map 
It to select irregular portion of bit map 
It to draw or delete free-form lines 
It to delete general portions of bit map 
'It to create block of type (not used to edit) 
It to draw free-form lines in brush shape 
"■> to generate pattern of loose pixels 
It to fill an area with current pattern 
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SuperCard/SuperEdit 



Button & Field Toolboxes 



A. 



Arrow % to select object, It to move 

Tr. rect. button It to draw transparent button 

Reg. rect. button It to draw opaque button 

Shad rect. button It to draw button V shadow 

Tr. poly, button % to draw transparent polygon button 

Reg. poly, button % to draw opaque polygon button 



Shad. poly, button 
Rnd. corn, button 
Shad. r. c. button 
Radio button 
Check box button 
Autotrace button 



% to draw polygon button V shadow 
to draw button Ground corners 
to draw round button "/shadow 
to create radio button 
”> to create check box button 

to trace bit map 'V polygon button 




Transparent field 
Regular field 
Shadow field 
Scrolling field 



> to create transparent field 

> to create opaque field 

> to create field with drop shadow 
A to create field with scroll bars 





SuperCard/SuperEdit 



Menus 
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SuperCard/SuperEdit 



Overview Menus 




Undo 


m 


Cut 




Copy 


nt 


Paste 


no 


Clear 




Duplicate 


MO 


Select mi 


MR 


Neu) lUtRdoiii 


MN 


Open UJindotu 


MO 


Ulindoiu Script 


ME 


tUIndouf iRfo... 


Ml 


Project Script 




Project Info... 





v^indotus 


Ml 


Menus 


M2 


Resources 


MS 


Select... 


MF 



Undo 


M2 


Cut 


MH 


Copy 


MC 


Paste 


MU 


Clear 

Duplicate 


MO 


Select Rtl 


MR 


Netu Cord 


MN 


Open Card 


MO 


Card Script 


ME 


Card Info... 


Ml 


Keui Bkgd 
Open Bkgd 
Bkgd Script 
Bkgd Info... 



Replace Btcgd... 



Select... nr 



t 



Undo 


MZ 


Cut 


MH 


Copy 


MC 


Paste 


MU 


Clear 




Duplicate 


MO 


Select Rll 


MR 


Netu Item 


MN 


item Script 


ME 


Item Info... 


Ml 


Menu Script 
Menu Info... 



* Available in the project overview 
^ Available in the window overview 

* Available in the menu overview 
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SuperCard/SuperEdit 

Keyboard Equivalents (i of 5) 

Actual size/zoom bits, toggle 36 > 'V pencil tool 

Align objects 36M 

Align objects, apply current settings 36*^M 

Automatic script indent, activate/deactivate 

Autotrace bit map by marqueeing It 'V autotrace too! 

Autotrace bit map with freehand 

or polygon drawing tools 36'”> Vtool 

Autotrace interior of bit map 36> 'Vautotrace tool 

Background, display for current card 36 B 

Bring to front 36= 

Brush shape, select %% paintbrush icon 

Card, display instead of background 36 K 

Circle, create 'Voval tool 

Clear object <E\ 

Clone selected bit map ^ bit map 

Comment on selected scripting text 36] 

Constrain rounded button 

to 20 by 60 pixels ^ ^/rounded button tool 

Copy object 36 C 

Create new opaque bit map 1^ 'Vany paint tool 

Create new transparent bit map ^ 'V any paint tool 



36 command 4-» return HI keypad key 

O shift ^ enter spacebar 

option ^ escape FI function key 

^ control <a delete % mouse click 

■►I tab Ei> fwd. delete ^ mouse drag 






96 ♦ HyperCard/Hypertext 



SuperCard/SuperEdit 



Keyboard Equivalents (2 of S) 

Crop bit map ’**> corner handle 'V arrow tool 

Cut object S6X 

Display card info §§I from window overview 

Display item info §€I from menu overview 

or %% item object listing 

Display next toolbox % toolbox icon 

Display preceding toolbox toolbox icon 

Display selected object info 3€I or %% object 

Display window, menu, 

or resource info §61 from project overview 

Draw with selected bit map §6'=^ bit map 

Duplicate objects ...§6D 

Edit card script §§E from window overview 

Edit item script §8E from menu overview 

or 0 > item object listing 
or O choose command* 

Edit selected button or field script §6E or object 

Edit window or menu script §8E /rom project overview 

Erase entire bit map %% eraser icon 

Find scripting text again (next occurrence) §§ L 

Find specified scripting text §§F 

First card in stack, go to §61 or*^^-* 

Group objects §6G 

Highlight multiple items in an overview listing §6% items 

Lasso without tightening 'V lasso tool 

Last card in stack, advance to §64 or*^->* 
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^ SuperCard/SuperEdit 

Keyboard Equivalents (3 of 5) 

Line break in script 

Lines at 30® angles, create ^ line tool or polygon tool 

Lock open pattern palette temporarily .... line or fill indicator 

Make selected element transparent 3§ It lasso tool 

Menus, display in project overview 362 or \ menu icon 

Move selected object in 45® direction O It 

New card 36N from window overview or %% info bar 

New menu 38N from project overview or %% menu icon 

New menu item 38N from menu overview or %% info bar 

New resource 36 N from project overview or %% resource icon 

New window 36 N from project overview or %% window icon 

Next card in stack, advance to 363 or->* 

Nudge selected object A, or t 



Open card 360 from window overview 

or %% card object listing 

Open menu 360 from project overview 

or %% menu object listing 

Open resource 360 from project overview 



or resource object listing 



36 command 
shift 
option 
^ control 
41 tab 



^ return 
9^ enter 
^ escape 
<H] delete 
IE> fwd. delete 



(D keypad key 
M space bar 
FI function key 
mouse click 
mouse drag 
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Keyboard Equivalents |4 of 5) 

Open window §§0 from project overview 

or %% window object listing 



Paint only over black areas 
(erase overlay mode] 

Paint only over white areas 
(transparent overlay) 

Paste object 

Perpendicular lines, create 



Previous card in stack, go to 
Print window 



“/any paint tool 

"/any paint tool 

5gV 

^Vperp, line tool 

or O It 'V line tool or polygon tool 
or any painting tool or eraser 

§e2or<-* 

3€P 



Quit SuperEdit/SuperCard 56Q 

Replace all occurrences of specified scripting text §€Y 

Replace selected scripting text and find next occurrence 36 J 

Replace selected scripting text 3gH 

Resources, display in project overview 363 or % resource icon 

Revert to original scripting text 36M 

Run project in SuperCard 36 R 

Save project 38 S 



Scale bit map It comer handle 'V arrow tool 

Scale bit map proportionally 360‘^““lt corner handle 

'V arrow tool 

Scale object proportionally 380'”> corner handle 

Scale object vertically or horizontally O It corner handle 

Select all objects 36A or %% arrow tool icon 

Select entire bit map %'k marquee icon 
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Keyboard Equivalents (5 of 5) 



Select specified objects from any overview 

Send to back §€- 

Shrink marquee to bit map "/marquee 

Square, create O ^ ''/rectangle tool 

Text style specifications 3§T or %% type tool icon 

Tighten marquee to bit map "/marquee 

Toggle between button toolbox 

and field toolbox toolbox icon 

Toggle between paint toolbox 

and draw toolbox toolbox icon 

Uncomment selected scripting text §6[ 

Undo/redo last operation 86Z 

Ungroup object 9§U 

Windows, display in project overview 381 or% window icon 



Equivalents are applicable to SuperEdit in the 
layout overview, unless otherwise noted 

Accurate for SuperEdit, version 1.0 



se 


command 


4-» return 


ID keypad key 


o 


shift 


w enter 


M space bar 




option 


^ escape 


FI function key 




control 


<x] delete 


% mouse click 


41 


tab 


(x> fwd. delete 


mouse drag 
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Page Layout 

Desktop publishing may have saved the Macintosh at 
- a time when the machine was having something of an 
identity crisis. Now that the Mac is safely heading for 
middle age, however, it is page-layout software that is 
having an identity crisis. 

The root of the problem is that the tremendous growth 
the page-layout market enjoyed has resulted in a num- 
ber of legitimate market segments, and the page-layout 
programs are beginning to have a difficult time being 
all things to all people. 

At the low end is the threat from word processing. 
Word-processing software continues to infringe on the 
domain of page layout by adding features that allow 
precise control over the placement of text and graph- 
ics. To save this market, page-layout programs must 
offer enough significant features to justify their own 
existence, while maintaining the ease of use that the 
casual desktop publisher requires. 

In the middle ground, page-layout programs must sur- 
vive the features war that has most recently resulted in 
PageMaker 4.0 and QuarkXpress 3.0. Power publish- 
ers want lots of gee-whiz featvires (even if they aren’t 
going to use them very often). 

At the high end, hordes of specialized publishers stand 
ready to produce thousands and thousands of pages, 
but they require professional-quality indexing, 
reliable cross-referencing and figure numbering, 
version-management tools, and other features that are 
ciurently in the “close but no cigar” stage of implem- 
entation on the desktop . 
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Aldus PageMaker remains the clear leader among page- 
layout applications, and version 4.0 puts PageMaker 
in the best position to address the market segmenta- 
tion it is facing. The strengths of PageMaker remain its 
intuitive user interface, its highly stable printing capa- 
bilities, and the tremendous technical support and end- 
user services provided by the Aldus Corporation. The 
enhancements offered in version 4.0 by no means an- 
swer every prayer of most PageMaker users, but solid 
improvements in typography and long-document pro- 
duction are evident. 

QuarkXPress entered the desktop publishing market 
almost two years after PageMaker, and quickly gained 
a small but vocal following by offering typographic 
control and by appealing to the antibandwagon in- 
stincts of the artistic crowd. With version 3.0, Quark 
continues to trade in glitzy features, although the sig- 
nihcance of these features has decreased dramatically 
in the face of PageMaker 4.0. The best features of XPress 
are its support for multiple master pages, and the mea- 
surement palette that allows you to view and edit 
element attributes. The program, however, still suffers 
from a counterintuitive interface and a notorious his- 
tory of instability and incompatibility. 
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^ Aldus PageMaker 



Toolbox 





Arrow 


% to select element, It to move 




Diag. line 


^ to draw straight line at any angle 


1- 


Perp. line 


It to draw straight line at 45® angle 


A 


Type 


% to set text origin, ^ across type to edit 


□ 


Rectangle 


^ to draw rectangle 


□ 


Rnd. corner 


^ to draw rectangle with round comers 


o 


Oval 


^ to draw ellipse 


u 


Cropping 


It handle to trim portions of graphic 



Menus 



tail OpttOBf Pege Type Unes Shades 



New... »N 

Open... NO 
Clote 

Seue N$ 

Soue as... 
Reuert 
EKport... 



Place... 


ND 


Links... 


N- 


Book... 




Page setup... 


Print... 


»P 


Quit 


NQ 



Undo 


NZ 


Cut 


NK 


Copy 


KC 


Paste 


Nil 


Clear 




Select ell 


Xfl 


Find... 


N8 


Find neet 


K. 


Change... 


N9 


Spelling... 


XL 


Show clipboard I 


Preferences.. 




Edit story 


XE 



^/Rulers 
Snap to rulers 
Zero lock 


XR 

III 


v'Guides 


XJ 


<^Snap to guides 
lock guides 


XU 


Column guides.. 




RutOftOW 1 


Inden entry... 
Show IndeH... 
Create IndeH... 
Create TOC... 






«/Flt In window 


xtu 


Z5X size 


xo 


50% size 


X5 


7SX size 


X7 


Rctuol size 


XI 


200% size 


XZ 


400% size 


X4 


Go to page... 


X6 


Insert pages... 




Remoue pages... 




^'Display master items 


Copy master guides 
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^ Aldus PageMaker 

Menus 
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^ Aldus PageMaker 

Keyboard Equivalents (i of 7) 

Actual size/200%, toggle 360*=^% 

Actual size/fit in window, toggle 

Actual view size (100%) 3€1 or 36"^% 

Align text centered 360C 

Align text flush-left 3§OL 

Align text flush-right 3€OR 

All caps text 36 OK 

Arrow tool, select O FI 

Arrow tool/current tool, toggle 36 m 

Automatic leading 3§OA 

Automatic text flow, access in manual mode 36 > 

Bold text 360B 

Bring to front 36 F 

Cancel out of nested dialog boxes Cancel button 

Change all pages 

to same view size choose view size command 

Change specified text (search and replace) 369 

Circle, create O ^ 'V oval tool 

Clear element <E] or 

Clear kerning 36‘^K, or 360‘^<3 

Color palette, show/hide 36 K 

Copy element 36C or F3 

Cropping tool, select OF8 

Cut element 36X,(1) ., or F2 

Define style sheet 363 
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@ Aldus PageMaker 



Keyboard Equivalents (2 of 7) 

Determine column width 

of text block It 'Vtype tool or text flow icon 

Determine dimensions 

of imported graphic It placing icon 

Diagonal line tool, select O F2 

Duplicate element 



Edit color 36% name in Color palette 

Edit layout (exit story editor) 36 E 

Edit selected text in story editor 36 E 

Edit style sheet 36% name in Style palette 



Filters, display list of installed choose About PageMaker 

Find next occurrence of specified text 38 , 

Find specified text 388 

Fit in window view size 36W 

Force justified text 360F 

Four times actual size (400%) 384 

Go to next page 3641 

Go to preceding page 36041 

Go to specified page 36 G 

Guides, show/hide 36 J 



36 command * 
O shift 
option 
^ control 
41 tab 



4-* return 
^ enter 
^ escape 
<3 delete 
\E> fwd, delete 



iO keypad key 
M space bar 
FI function key 
% mouse click 
It mouse drag 
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M Aldus PageMaker 

Keyboard Equivalents (3 of 7) 

Half actual view size (50%) 365 

Hand tool, access temporarily ^ 

Hand tool, constrain ^ 

Hyphenation specifications 36H 

Increase type size 860> 

Increase type size 1 point only 360*^> 

Indent/tab stop specifications 361 

Index entry, create 36 ; 

Index entry, fast 360 ; 

Interrupt automatic text flow % 

Italic text 3601 

Justify text 360 J 

Kern type, delete V 25 em 360 or 36<- 

Kern type, insert V 25 em 360O or 36-^ 

Kern type, delete Vioo em or 360<- 

Kem type, insert Vioo em 0*^0 or 360-> 

Line break O^-* 

Links to text and graphic files, modify 36= 

Manual text flow, access in automatic mode 38 \ 

Move in 45® direction 0”"> arrow tool 

Move left indent independently 

of first line indent O It marker in Indents/tabs dialog box 

Move text cursor down one line i orMZ 

Move text cursor down one screen (H3 or page down 

Move text cursor left one letter 4- or HI 4 

Move text cursor left one word or 36iO 4 
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M Aldus PageMaker 

Keyboard Equivalents (4 of 7) 



Move text cursor right one letter or ID 6 

Move text cursor right one word or §6lH 6 

Move text cursor up one line t or ID 8 

Move text cursor up one screen ID 9 or page up 

Move to beginning of current line ID 7 

Move to beginning of current paragraph 3€t or3§Ill8 

Move to beginning of current sentence 3€li07 

Move to beginning of current story §6l09 or home 

Move to beginning of next paragraph or §610 2 

Move to end of current line ID 1 

Move to end of current sentence §6i0 1 

Move to end of current story §6103 or end 

New document* create §6N 

No tracking (deactivate tracking) ...§60Q 

Nonbreaking em space character §60M 

Nonbreaking en space character §6 ON 

Nonbreaking hyphen §6*^- 

Nonbreaking slash §6*^/ 

Nonbreaking thin space character §60T 



se 


command 


return 


10 keypad key 


o 


shift 


enter 


M space bar 




option 


^ escape 


FI function key 




control 


<E\ delete 


% mouse click 


41 


tab 


(x> fwd, delete 


It mouse drag 
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^ Aldus PageMaker 

Keyboard Equivalents (5 of 7) 



Normal (plain) text 860*- 

Normal (square) horizontal spacing 360X 

OK out of nested dialog boxes OK button 

Open existing document 360 

Optional hyphen 36“ 

Outline text 360D 

Oval tool, select OF7 

Page number character 36*^? 

Paragraph specifications 36M 

Paste element 36V, mO, or F4 

Perpendicular line tool, select OF3 

Place text or graphic document 36D 

Print document 36 P 

Quit Aldus PageMaker 36Q 

Rectangle tool, select OF5 

Reduce type size 360< 

Reduce type size 1 point only 360‘^< 

Revert to last mini-save O choose Revert 

Rounded corner tool, select OF6 

Ruler guide, create It from ruler 

Rulers, show/hide 36 R 

Save document 36$ 

Scale bit map proportionally 

to optimal resolution 360 It comer handle 

Scale proportionally O ^ corner handle 
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m Aldus PageMaker 

Keyboard Equivalents (6 of 7) 

Select all elements on page and pasteboard 9SA 

Select all text from cursor location 

to beginning of story 3S01H 9 

Select all text from cursor location 

to end of story §60(11 3 

Select all text in story % Vtype tool, §6 A 

Select current then preceding paragraphs §60t or §60(11 8 

Select current then succeeding paragraphs §604. or §60(11 2 

Select entire paragraph %%% "'/type tool 

Select entire word %% "'/type tool 

Select image behind current selection §6% 

Select next letter 0~> or Odl 6 

Select next word O*^-^ or §60(11 6 

Select preceding letter 0<~ or Ol04 

Select preceding word 0‘^<- or §60Hl4 

Semiautomatic text flow, access temporarily 0> 

Send to back §6B 

Shadow text §60 W 

Small caps text §6 OH 

Snap to guides, activate/deactivate §6U 

Snap to rulers, activate/deactivate §6[ 



§6 command ^ return (H keypad key 

O shift ^ enter ^ space bar 

option ^ escape FI function key 

^ control <a delete \ mouse click 

1 tab \E> fwd. delete ^ mouse drag 






Aldus PageMaker 



Keyboard Equivalents (7 of 7) 



Square, create 

Strikethru text 

Style palette, show/hide 

Subscript text 

Super fit in window 

Superscript text 



.... O It 'Vrectangle tool 

380/ 

38Y 

380- 

O choose Fir in Window 
380= 



Three-quarters actual view size ( 75 %) 387 

Toolbox, show/hide 386 

Twice actual view size (200%) §82 or §80‘^'i^ 

Type specifications 38T 

Type tool, select OF4 



Underline text 38 OU 

Undo/redo last operation 38 Z or FI 



Accurate for Aldus PageMaker, version 4,0 





command 




return 


ID keypad key 


O 


shift 




enter 


M space bar 




option 




escape 


FI function key 




control 


<£} 


delete 


% mouse click 


41 


tab 


E> 


fwd. delete 


“"*> mouse drag 
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Aldus PageMaker 



Ten Hottest Tips 

o Toolbox in the way? If you need more room on screen 
and you own an extended keyboard (with function 
keys and so on), you can get rid of the toolbox and 
access all tools from the keyboard. This is especially 
useful for SB’s and other computers with small moni- 
tors. To get the arrow tool, press shift-F1. Press shift- 
F2 for the diagonal line tool, shift-F3 for the perpen- 
dicular line tool, shift-F4 for the type tool, and so on 
in the order they appear in the toolbox. 

o Using the pasteboard. When you transfer an element 
from one page to another, the usual temptation is to 
cut the element, turn the page, and paste. Unfortu- 
nately, elements can jostle a little when sent to the 
Clipboard, especially if multiple elements are involved. 
To avoid this problem, drag the selected elements onto 
the pasteboard (the area around your pages), and then 
change pages and drag the elements off the pasteboard. 
Elements on the pasteboard appear no matter what 
page you are on. 

o Save as shrinks file sizes. PageMaker saves time dur- 
ing a save by simply tagging any changes to the end of 
a file. Unfortunately, this means that every time you 
open a file and make changes, it takes up more room 
on your disk or hard drive, even if you don’t add any 
elements or pages to your document. To reduce the 
size of a file (especially when archiving), you must 
rebuild the file on disk by choosing the Save as com- 
mand and saving over the old version of the file. (Your 
disk or drive must have an amount of free space equal 
to the size of your file to complete a Save as operation.) 
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o Escaping the nest. Unfortunately, a trend has devel- 
oped in advanced Macintosh software interfaces to- 
ward an excessive use of dialog boxes within dialog 
boxes, known as nested dialog boxes. For example, if 
you want to edit the position of a paragraph rule in a 
style sheet in PageMaker, you choose the Define styles 
command to display the Define styles dialog box, click 
the Edit button to display the Edit style dialog box, 
click the Para button to display the Paragraph speci- 
fications dialog box, click the Rules button to display 
the Paragraph rules dialog box, and click the Options 
button to display the Paragraph rule options dialog 
box. That’s five dialog boxes deep! (Some kind of award 
is in order.) But the worst part about diving to the floor 
of the dialog abyss is the prospect of having to swim 
back out again. You have to press the return key five 
times or repeatedly click OK to escape the dialog boxes 
and instruct PageMaker to record your changes. Click 
the Cancel button just once, and you’ll have to take the 
plunge all over again. 

In PageMaker’s defense, however, the program pro- 
vides a shortcut to the surface. To escape nested dialog 
boxes, press the option key as you click the OK or 
Cancel button. All five dialog boxes will close and 
PageMaker will either record or cancel your changes, 
depending on the button clicked. 

^ Layers of elements. A problem that arises in any ob- 
ject-oriented application is trying to get to elements 
that are buried behind other elements. PageMaker al- 
lows you to select a completely covered element, 
however, by commemd-clicking with the arrow tool. 
The first command-click selects the foremost element, 
the second click selects the next element down, and so 
forth, right on down the layering order. 
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Incidentally, this is also a useful method for selecting 
elements when column guides or ruler guides are get- 
ting in the way. If your guides are configured in fi-ont 
of your elements (as set by choosing the Preferences 
command firom the Edit menu), command-click to 
access an element — such as a 1-point line — covered by 
a guide. 

^ Editing the graphic boundary without wrapping. To 
wrap type around a graphic, you must click on a graphic 
boimdary created with the Text Wrap command, as 
explained earlier in this section. If you have ever done 
this, you probably realize how fmstrating it can be to 
have to wait for the text to rewrap every time you 
move a handle. By pressing the space bar, however, 
you can delay the rewrapping process, allowing you to 
manipulate many handles without waiting. When you 
release the space bar, the text will rewrap. 

♦ Default text wraps. If you’re like us, you get tired of 
entering the same values over and over again into the 
Text wrap dialog box. However, if you enter a default 
set of wrapping values, not only will all placed graph- 
ics get wrapping boundaries, but so will all lines or 
shapes created in PageMaker. To create default values 
that only appear when you want them to, choose Text 
WRAP from the Options menu while no element is se- 
lected. Then select the second “Wrap option” icon, 
select the “Text flow” icon of your choice, and enter 
the values you want to apply to graphics most oflan. 
Now, instead of clicking the OK button, click the first 
“Wrap option” icon and then click OK. From now on, 
when you import drawings, they will appear without 
boundaries. But when you choose Text wrap and click 
the second “Wrap option” icon, all of your default 
settings will appear. 
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♦ Fast and easy fractions. PageMaker 4.0 makes it pos- 
sible to create perfect fractions, regardless of whether 
it’s ’/2, Vs, or ®®®/iooo. First, make sure to use the real frac- 
tion symbol — accessed by pressing shift-option- 1 — 
rather than the standard slash. Then superscript the 
numerator (top number) and subscript the denomina- 
tor (bottom number). Select the entire fraction with 
the type tool and press command-T to display the Type 
SPECIFICATIONS dialog box. Then click the Options button 
to display the Type options dialog. Change the last three 
options to 55, 35, and 0, so that the subscripted char- 
acters sit exactly on the baseline and are identical in 
size to the superscripts. If you intend to use fractions 
often, assign these specifications to a style sheet for 
easy access. 




Set the superscript and subscript options in the Type 
OPTIONS dialog box to the values shown above to create 
perfect fractions. 
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^ Importing tabloid graphics. PageMaker won’t let you 
import a graphic larger than the current document size. 
If you try, the graphic will automatically be reduced to 
fit. If you want to import a tabloid illustration (11 by 
17 inches) for use in a two-page spread, create a new 
document with tabloid page size. Then place the 
graphic, choose the Cut command, close the file with- 
out saving, open the file where you want to import the 
graphic, and paste. This method even works for TIFF 
files, which must tag the original graphic document. 

♦ Scaling bit-mapped graphics. This tip is not a sugges- 
tion; it’s a must for manipulating bit-mapped graph- 
ics. All bit maps are locked into a certain resolution, 
whether it’s 72 dots per inch, as in the case of MacPaint 
artwork, or higher. The resolution of a bit map rarely 
jibes with that of your printer, producing moir^ pat- 
terns. If you press the command key when dragging at a 
comer handle of a painting, PageMaker automatically 
scales the bit map to a percentage compatible with the 
printer. Note that you must have the APD for your 
final output device selected in the Print to dialog for 
this operation to work successfully. In other words, if 
you intend to eventually print to a Linotype, select the 
Linotype APD even if you are ciurently printing proofs 
to a laser printer. 
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Ready,Set,Go! 



Toolbox 





Arrow 


o 


Hand 


E] 


Type 


I 


Text-entry 




Linking 


|xl 


Picture 




Cropping 


□ 


Rectangle 


□ 


Rnd. corner 


O 


Oval 


1- 


Perp. line 


\ 


Diag. line 



% to select element, It to move 
to move pages in window 
to create text block (not used to edit) 
% to set origin in block, ^ across to edit 
% each text block in link, to end link 
It to create picture block 
'k to set origin in picture block 
It to draw rectangle 

It to draw rectangle with round comers 
^ to draw ellipse 

It to draw straight line at 45® angle 
It to draw straight line at any angle 
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Ready,Set,Go! 



Menus 



Edit Font Style Format TeNt Special Fill Lines Pen 





«4*latn 


❖»P 


Bold 




/Mir 




Underline 




fiVrrtKTViYa 


«wo 
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Condense 


^xc 


EMtend 


^XE 


Ooerstrike 


❖XH 


Cose Conuersion 




® IPqAdQ 




tl0(PaADQ 




vuaiPattnQ 




QO{}>0QaiQ 




Q0[Pa](M 




aOlPdAsQ 




Other... 


❖X/ 



Sentence ceps 
ALL CAPS 
ell loiuer 
tUord Ceps 


✓ten ❖XL 

Right ❖XR 

Center ❖XM 

Justify ❖XJ 




Ulord Spacing... ❖XUI 
Line Spocing... 
Perogreph Spacing... 




Paregreph Indent... 
Left Indent... 

Right Indent... 

Track... ❖XK 

Letterspace... ❖XO 
Shift Up... 

Shift Ootun... 
✓Baseline 







Ready, Set, Go! 



Menus 



rind... 




Find NeKt 


XF 


Replace... 




Replace Nent 


XR 


^hyphenation On 




Hyphenation Off 


Hyphenation Specs... 


Color... 


^XF 


Tabs... 


XT 


Type Specs... 


XV 


Styles... 


XH 


Remoue Styles 


9UH 


Glossaries... 


XG 


Spelling 


> 



Check UK 
Suggest... XJ 
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racing Pages XC 
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Uleufs b 
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Insert Pagetsl... [ 

Delete Pagelsi... 

Go To Page... '^XT 


Preferences... 


^XU 
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Lock Guides 
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Ready,Set,Go! 



Keyboard Equivalents (i of 5) 



Actual size/size to fit, toggle §6*^% 

Actual view size (100%) 364 

Actual/double view size, toggle 

Add selected word to user dictionary 36 L 

Augnment dialog, display 360 A 

Arrow tool, select 360'^A 

Bold text 360B 

Bring to front 36= 

Center text (middle-justify) ..360M 

Check spelling 36 K 

Circle, create O 'Voval tool 

Clear element O 

Color Selection dialog, display 36 OF 

Condensed text 360C 

Copy element 36 C 

Cropping tool, select 360*^0 

Cut element 36 X 

Design grids, display dialog 369 

Diagonal line tool, select 360'^D 

Double view size (200%) 365 



36 command 
O shift 
option 
^ control 
41 tab 



4-« return 
w enter 
^ escape 
<3 delete 
E> fwd. delete 



m keypad key 
M space bar 
FI function key 
mouse click 
mouse drag 
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^ Ready,Set,Go! 

Keyboard Equivalents (2 of 5) 

Duplicate dialog, display 38 D 

Extended text 380E 

Facing pages, display 36 E 

Find next occurrence of specified text 38 F 

Get picture (when picture block selected) 38 ' 

Get text (when text block selected) 36 ' 

Glossaries dialog, display 38G 

Glossary, current date 38 G, D 

Glossary, current date, abbreviated 36G, 

Glossary, current day and date 38G, OD 

Glossary, current time with seconds 38G, OT 

Glossary, current time without seconds 38 G, T 

Glossary phrase, 

insert into text 38 G, glossary character 

Go to next page 388 

Go to preceding page 387 

Go to specified page 380T 

Grid, activate (guides off) or deactivate 380G 

Guides, activate (grid off) or deactivate 380 Y 

Half actual view size (50%) 382 

Hand tool, access temporarily 

Hand tool, select 380*^11 

Insert text block into chain 

preceding current block 0 > 'Vlink tool 

Italic text 3601 

Justify text (full justification) 380 J 
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^ Ready,Set,Go! 

Keyboard Equivalents (3 of 5) 



Kern dialog, display % '^/type tool, 360K 

Left-justify text 3§OL 

Linking tool, select 3§0*^L 

Link two existing chains % 'Vlink tool 

in first chain, 0*=^% in second 

Lock element 3SU 

New document, create §€N 

Open existing document 3€0 

Other type size 360/ 

Outline text 360 D 

Oval tool, select 360*^0 

Overstrike text 360X 

Page number character, current page 360*^3 

Page number character, next page 360'^5 

Page munber character, 

next page in text chain 360*^7 

Page number character, preceding page 360*^4 

Page number character, 

preceding page in text chain 360*^6 

Page number character, 

total pages in document 360*^8 



36 command 
O shift 
option 
^ control 
41 tab 



return 
^ enter 
^ escape 
<x] delete 
\E> fwd. delete 



iH keypad key 
space bar 
FI function key 
% mouse click 
mouse drag 
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Ready,Set,Go! 



Keyboard Equivalents (4 of 5) 



Paste element §§V 

Perpendicular line tool, select 3§0*^R 

Picture tool, select 

Plain text 880P 

Preferences dialog, display 3§OV 

Print document §SP 

Quit Ready, Set, Go! S6Q 

Rectangle tool, select §60*^6 

Remove styles 3§OH 

Replace next occurrence of specified text 3§R 

Right- justify text 3§O^R 

Rounded corner tool, select 3€0‘^Q 



Save document 

Select all elements 

Select all text in chain 

Select entire line of type 

Select entire paragraph 

Select entire word 

with following space 

Select entire word 

without space 

Select text in block 

Send to back 

Shadow text 

Size to fit (fit in window) 

Snap to guides, activate/deactivate 



§gs 

§€A 

.... % Vfexf entry tool, 36 A 

text entry tool 

.. 'Vtext entry tool 

%% 'Vtext entry tool 

361^"^ text entry tool 

\ ''/text entry tool, 360A 

36- 

360S 

361 

360N 
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Ready,Set,Go! 



Keyboard Equivalents (5 of 5) 



Specifications dialog, 

display for each selection 3§M 

Split chain in two §60 % 'Vlink tool 

Square, create O % ^’/rectangle tool 

Style sheet dialog, display 38H 

Suggest spelling for misspelled word 36 J 

Tab stop specifications 36T 

Text entry (insertion) tool, select §60*^1 

Three-quarters actual view size (75%) 363 

Thumbnails, view 366 

Track dialog, display % 'Vtype tool, 36 OK 

Type specifications 36 Y 

Type tool, select 360*^7 

Underline text 360U 

Undo/redo last operation 36 Z 

Word Spacing dialog, display 360 W 



Accurate for Ready, Set, Go!, version 4.5a 



3S 


command 


4-» return 


m keypad key 


O 


shift 


enter 


M space bar 




option 


^ escape 


FI function key 




control 


<x] delete 


% mouse click 


■►I 


tab 


[x> fwd. delete 


% mouse drag 





B 0 0 ^ 
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^ QuarkXPress 



Toolbox 





Mover 

Editing 

Rotation 

Zoom 

Type 

Rect. picture 
Rnd. picture 
Oval picture 
Poly, picture 
Orthog. line 
Diag. line 
Linking 
Unlinking 



% to select element, ^ to move 
insert type, It to move graphic in box 
to rotate text and picture boxes 
% to magnify page, *^*1^ to demagnify 
^ to create text block (not used to edit) 
It to draw rectangular picture block 
It to draw rounded picture block 
It to draw elliptical picture block 
It to draw polygonal picture block 
to draw straight line at 45® angle 
It to draw straight line at any angle 
% text block to add to current link 
% tailfeathers to remove link 




QuarkXPress 
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Menus 






QuarkXPress 



Menus 
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^ QuarkXPress 

Keyboard Equivalents (i of 8) 



Actual size/200%, toggle 38'^% 

Actual size/fit in window, toggle 

Actual view size (100%) 361 

All caps text 360K 

Bold text 3608 

Center picture 360M 

Center text 360C 

Character specifications 3600 

Check spelling for single word 36W 

Check word count and spelling for story 36‘^W 

Circle, create O It Vovoi tool 

Clear element <x] 

Copy element 36C or F3 

Copy paragraph formats 

to selected text block 0“^ It formatted text block 

Cut element 36 X or F 2 

Delete all tabs tab ruler 

Delete next letter Oo or E> 

Delete next word 360<E1 





command 


return 


m keypad key 


O 


shift 


enter 


M space bar 




option 


^ escape 


FI function key 




control 


<3 delete 


% mouse click 


41 


tab 


(x> fwd. delete 


mouse drag 
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^ QuarkXPress 

Keyboard Equivalents (2 of 8) 

Delete preceding letter <E1 

Delete preceding word 36<E1 

Delete ruler guides ruler 

Delete selected pictures and lines §€K 

Demagnify view size 

Duplicate element 3€D 

Find specified text and change 36 F 

Fit in window view size 380 

Formatting specifications 38 OF 

Frame specifications 36 F 

General Preferences dialog box, display 38 Y 

Get text/picture 36 E 

Go to first page Ohome 

Go to last page O end 

Go to next page Opage down 

Go to preceding page Opage up 

Go to specified page 38 J 

Group elements 38G 

Help 38/ or help 

High-contrast picture style 38 OH 

Import picture at 72 dpi O during import 

Increase baseline shift 1 point 380*^= 

Increase horizontal text scaling 5% 38] 

Increase leading 1 point 380 ' 

Increase leading Vio point 380*^ * 
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^ QuarkXPress 

Keyboard Equivalents (3 of 8) 



Increase line weight 360> 

Increase line weight 1 point only 360'^> 

Increase picture scaling 5% 3§0*^> 

Increase t 3 rpe size §60> 

Increase type size 1 point only 360‘^> 

Indent here character §6\ 

Italic text 3801 

Justify text (full justification) 380 J 

Kern type, delete V 20 em 380 [ 

Kern type, delete V 200 em 380*^[ 

Kem type, insert V 20 em 380] 

Kem type, insert V 200 em ....380*^] 

Leading specifications 380 E 

Left-justify text 38 OL 

Line break O^ 

Lock/unlock element 38 L 

Magnify view size 

Modify picture or line specifications 38M 

Move element in 45® direction O Vmover tool 

Move element in group 38 '^/editing tool 



9S 


command 


return 


H) keypad key 


0 


shift 


w enter 


M space bar 




option 


escape 


FI function key 




control 


<x] delete 


% mouse click 


41 


tab 


[x> fwd. delete 


mouse drag 
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^ QuarkXPress 

Keyboard Equivalents (4 of 8) 

Move selected element 0.1 point 4^, or t 

Move selected element 1 point or t 

Move text cursor down one line 4. 

Move text cursor left one letter <- 

Move text cursor left one word §€<- 

Move text cursor right one letter 

Move text cursor right one word 36-^ 

Move text cursor up one line t 

Move to beginning of current line 

Move to beginning of current paragraph 

Move to beginning of current story 3§*=^T 

Move to end of current line 

Move to end of current paragraph 

Move to end of current story 36*^4^ 

Mover tool, access temporarily 3§ 

Negative picture style 380- 

New column 

New document, create 38 N 

New picture box O w 

Nonbreaking en space character 36*^— 

Nonbreaking hyphen 36“ 

Nonbreaking thin space character 36^ 

Normal contrast picture style 360N 

Open existing document 360 

Optional hyphen 36- 

Optional line break 364-» 
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^ QuarkXPress 

Keyboard Equivalents (S of 8) 

Other contrast picture style SOC 

Other line weight SOX 

Other screen picture style SOS 

Other type size SOX 

Outline text SOD 

Page number character, current page S3 

Page number character, next page S4 

Page number character, preceding page S2 

Page setup S*^? 

Paste element SV or F4 

Plain text SOP 

Posterized contrast picture style SOP 

Print document SP 

Quit QuarkXPress SQ 

Reduce baseline shift 1 point SO*^- 

Reduce horizontal text scaling 5% S[ 

Reduce leading 1 point SO ; 

Reduce leading Vw point SO*^ ; 



S command 4-> return (D keypad key 

O shift ^ enter ^ space bar 

option ^ escape FI function key 

^ control <x) delete % mouse click 

41 tab E> fwd. delete mouse drag 
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QuarkXPress 



Keyboard Equivalents (6 of 8) 



Reduce line weight 3§0< 

Reduce line weight 1 point only §§0'=^< 

Reduce picture scaling 5% 5SO‘^< 

Reduce type size §6'0-< 

Reduce type size 1 point only 

Right-justify text 380 R 

Ruler guide, create Pt from ruler 

Ruler specifications 380 N 

Run type around graphic 38T 



Save as different name or location 88*^5 

Save document 38 S 



Scale box 

proportionally 

Scale box to square 

Scale picture to fill box exactly 

Scale picture to fill box proportionally 
Scale picture with box 

Scale picture with box 
proportionally 

Scale picture with box 

to square 

Select all elements 

Select all text from cursor location 
to beginning of story 

Select all text from cursor location 

to end of story 

Select all text in chain 



.... > corner handle 

O It corner handle 

380F 

380'=^F 

38 It corner handle 

. 380'^““lt corner handle 

380 It comer handle 

38A 

380*^t 

380*^A 

type tool 
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^ QuarkXPress 

Keyboard Equivalents (7 of 8) 

Select current 

then preceding paragraphs 

Select current 

then succeeding paragraphs 

Select entire line of type %%% 'Vtype tool 

Select entire paragraph %%% Vtype tool 

Select entire word %% '^/type tool 

Select next letter 

Select next word 

Select preceding letter 

Select preceding word §§0<- 

Select tool above current tool 380^1 

Select tool below current tool 38^1 

Select tool, permanently tool icon 

Shadow text ..380S 

Show/hide invisible elements 38 1 

Show/hide measurements 38*=^M 

Show/hide rulers 38R 

Small caps text 38 -OH 

Square, create O rectangle tool 



38 conunand ^ return ID keypad key 

O shift w enter ^ space bar 

option escape FI function key 

control <3 delete % mouse click 

tab [E> fwd. delete mouse drag 
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^ QuarkXPress 

Keyboard Equivalents (8 of 8) 

Step and repeat (duplication technique) 36*^0 

Strikethru text 360/ 

Subscript text 360 - 

Suggest hyphenation for single word 36H 

Superior text 360V 

Superscript text 360= 

Symbol font, 1 character 360Q, character key 

Tab stop specifications 360T 

Twice actual view size (200%) 36*=^% 

Underline text 36 OU 

Undo/redo last operation 36Z or FI 

Ungroup elements 36 U 

Word-only underline text 360 W 

Zapf Dingbats, 1 character 360Z, character key 



Accurate for QuarkXPress, version 3.0 



36 command 4-» return m keypad key 

O shift w enter ^ space bar 

option ^ escape FI function key 

control <a delete % mouse click 

41 tab IZ> fwd. delete mouse drag 
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Painting Software 

Why own a painting program? With the continued 
enhancements of drawing programs such as Adobe 
Illustrator and Aldus FreeHand, you may think the era 
of jagged artwork has come to an end. 

But in fact, it is unlikely that painting software will 
ever completely outlive its functionality. For starters, 
painting programs like MacPaint and DeskPaint are 
great sketching tools. Unlike drawing programs, which 
require you to think in terms of Bezier control handles, 
line caps, and intermediary blends, paint programs 
provide simple, straightforward tools like pencils and 
erasers. And since little interpretation is required by 
your software, these tools work just like their real-life 
counterparts. Your screen displays the results of your 
mouse movements instantaneously. This allows you 
to draw, see what you've drawn, and make alterations, 
all in the time it takes the appropriate neurons to fire 
in your brain. 

Fine, painting programs are easy to use, but what about 
the jagged results? Unfortunately, we are too quick to 
malign aging technology. Many people fail to see that 
jagged edges are as much an attribute of painting soft- 
ware as a detriment. Like the haphazard dots in a 
Jackson Pollock painting, loose pixels can be used to 
create random spraypainting effects and eye-catching 
mezzotints. Not even the most advanced drawing soft- 
ware can make such claims. 

On the high end, color painting programs offer capa- 
bilities that far exceed those of any other branch of 
software. Taken to their extreme, 24- and 32-bit pro- 
grams like PixelPaint Professional become photo- 
graphic microprocessing laboratories, complete with 
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tools for enhancing images; adjusting hue, lightness, 
and contrast; and merging foregrounds with back- 
grounds to produce exciting double exposures. 

If you’re nonetheless wary of jagged edges, you can 
sketch your ideas in a painting program, and then trace 
them in a drawing program. Or, you can create large 
monochrome paintings that will later be shrunk down 
in a page-layout program or a word processor. 

When using color painting software, you may blend 
colors to lessen the contrast between pixels, almost 
eliminating the appearance of jagged edges entirely. 
Color applications are useful even if you own a mono- 
chrome printer, such as a LaserWriter, since they al- 
low you to create gradual transitions between shades 
of gray. 
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^ DeskPaint 



Toolbox 


T 


Type 




Zoom 




Hand 




Charcoal 


1 


Airbrush 




Autotrace 




Paint can 


r-n 
1 1 
L.J 


Marquee 


£ 


Lasso 




Rectangle 




Polygon 




Rnd. corner 




Freehand 




Oval 


\ 


Line 




Paintbrush 




Pencil 




Eraser 



% to set origin for text block 
% to magnify page, 36 % to demagnify 
to move page with respect to window 
It to sketch in pattern of loose pixels 
It to generate random spray of pixels 
% to trace bit-mapped image 
It to fill an area with current pattern 
It to select rectangular portion of painting 
It to select irregular portion of painting 

It to draw rectangle 

% to create corners for geometric polygon 
It to draw rectangle with round comers 
It to draw free-form shape 
It to draw ellipse 

It to draw straight line at any angle 
It to draw free-form lines in brush shape 
It to draw or delete free-form lines 
to delete general portions of bit map 
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^ DeskPaint 

Transformation Icons (marquee image to display) 



Crop selected image 
Duplicate selected image 
Scale selected image by percentage 
Rotate selected image 90^ clockwise 
Rotate selected image 90^ counterclockwise 
Flip selected image vertically 
Flip selected image horizontally 
Darken selected whites to current pattern 
Lighten selected blacks to current pattern 

* Displays handles at the corners of the marquee that 
produce the desired effect when dragged 




^ Display standard painting tools 
[][ Stretch selected image* 

Skew selected image* 

Apply one-point perspective* 
Apply two-point perspective* 
^ Distort selected image* 

Trace edges of selected image 
^3 Invert selected image 
^ Free-rotate selected image* 
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^ DeskPaint 



Menus 



New 


KN 


Op«n... 


no 


Browse... 


MB 


Browse Strep... 


M6 


Seoe Rs... 


MR 


Sttoe 


MS 


Rbout DaskPeint”* 


Ml 


Disable Undo 




Window Slid 


MW 


Mouse Grid 


MM 


Print 


MP 


Page Setup 


MJ 


Show Printed Size 




Clipboard at DPI 


MU 


Ouplltate 


MO 


Color Control I 




Cut 


MH 


Copy 


MC 


Paste 


MU 


Clear 





DeskPaint uses the active application’s Edit menu 
* Type menus appear when type icon is selected 
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^ DeskPaint 



Keyboard Equivalents (i of 4) 



Actual size/fat bits, toggle %% pencil icon 

Airbrush tool, select A 

Autotrace tool, select K 

Browse Scrapbook 3SG 

Browse through folder of graphics 9SB 

Brush shape, select % line width 

Charcoal tool, select 0 

Circle, create ^/oval tool 

Clear element <g 

Copy element 36 C 

Cut element 36X 



Demagnify view size 36R, 36-, or %% hand icon 

Draw from center 36 It '^/ any shape tool 

Duplicate element 36 D 



Edit pattern %% pattern icon 

Erase entire document %% eraser icon 

Erase overlay mode (BIC) 360lt tool icon 

Eraser tool, select E 

P 



Freehand tool, select 

Hand tool, select 

Help 



H or 

O/ or%% lasso icon 
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^ DeskPaint 



Keyboard Equivalents (2 of 4) 



Increase type size 1 pt % “4-” size arrow 

Increase type size 2 pts 380 > 

Increase type size 10 pts size arrow 

Inverse overlay mode (;fecopy) tool icon 

Inverse-erase mode (;tBIC) §80'^% tool icon 

Inverse-reverse mode (^^XOR) 98‘^> tool icon 

Inverse-transparent (;tOR) too! icon 

Lasso tool, select Q 

Line tool, select X 



Magnify view size 38 E, 38=, or %% zoom icon 

Marquee tool, select S 

Mouse grid, activate/deactivate 36 M 

Move selected element in 45® direction O 



New document, create 36 N 

Open existing document 380 

Oval tool, select C 

Page setup 38 J 

Paint can (fill tool), select F 

Paintbrush tool, select B 





command 


4-1 return 


m keypad key 


O 


shift 


^ enter 


M space bar 




option 


^ escape 


FI function key 




control 


<a delete 


% mouse click 


41 


tab 


\E> fwd. delete 


^ mouse drag 
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^ DeskPaint 

Keyboard Equivalents (3 of 4) 

Paste element (unsealed) 9§V (3SU) 

Patterned lines and outlines pattern icon 

Pencil tool, select D 

Perpendicular lines, create O ^ 

'V any painting tool or eraser 

Polygon tool, select 6 

Print document SP 

Rectangle tool, select R 

Reduce type size 1 pt % size arrow 

Reduce type size 2 pts 3SO< 

Reduce type size 10 pts ‘ size arrow 

Reverse overlay mode (XOR) tool icon 

Round corner tool, select W 

Save as different name or location §§A 

Save painting 3gS 

Scale selected element §§ new marquee 

Scale selected element to 50% 36< 

Scale selected element to 200% 3S> 

Scale selected element to last percentage ~ 

Select contiguous image §6% 'V lasso 

Select entire document %% marquee icon 
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^ DeskPaint 

Keyboard Equivalents (4 of 4) 

Show/hide pattern palette 

Show/hide toolbox — or / 

Single-pixel brush shape §6 ^ V paintbrush 

Smudge on-screen image 96 

'V charcoal tool or airbrush 
Square, create 0’*’> 'V rectangle tool 

Transparent overlay mode (OR) 96 tool icon 

Type tool, select T 

Undo/redo last operation 96Z 

Window grid, show/hide 96W 

Zoom tool, select Z 



Accurate for DeskPaint, version 2,0 



96 command ^ return (H keypad key 

O shift ^ enter » space bar 

option ^ escape FI function key 

^ control <E1 delete % mouse click 

41 tab [x> fwd. delete It mouse drag 
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FullPaint 



Toolbox 

Lasso 
Marquee 
Hand 
Type 
Paint can 
Spraypaint 
Paintbrush 
Pencil 
Eraser 
Line 

Rectangle 
Fill rectangle 
Rnd. corner 
Fill rnd. corner 
Oval 
Fill oval 
Freehand 
Fill freehand 
Polygon 
Fill polygon 




to select irregular part of painting 
It to select rectangular part of painting 
^ to move page in window 
% to set origin for text block 
^ to fill an area with current pattern 
It to generate pattern of loose pixels 
It to draw lines in brush shape 
It to draw or delete free-form lines 
It to delete general portions of bit map 
It to draw straight line at any angle 

^ to draw transparent rectangle 
to draw filled rectangle 
to draw transparent round rectangle 
^ to draw filled round rectangle 
It to draw transparent ellipse 
It to draw filled ellipse 
It to draw transparent ffee-form shape 
^ to draw filled free-form shape 
% to create corners of transparent polygon 
> to create comers of filled polygon 
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FullPaint 



Keyboard Equivalents (i of 3) 



Actual size/fat bits, toggle .... 
Actual/fit in window, toggle 

Align text left 

Align text middle 

Align text right 

Autoscrolling selection 



%% pencil icon or 56"^^ y pencil 
%% hand icon 



38L 

m 

3gR 



y marquee tool 



Bold text 

Brush shape, select 



3€B 

%"k paintbrush icon 



Change to next typeface 38 0> 

Change to previous typeface 36 0< 

Circle, create yoval tool 

Clean up toolbox and palettes 36W 

Clear element O 

Clone selected element It 

Copy element 36C 

Cut element 36 X 



Draw with selected element 



36'^"’> element 



Edit brush shape 36 paintbrush icon 

Edit pattern pattern icon 

Erase window %% eraser icon 



Fat-bits view size ( 800 %) 36 F 

Fill with transparent pattern 36 choose Fill 

Grab pattern off page (gridded) % while 

Pattern dialog displayed 

Grab pattern off page (nongridded) 36% while 

Pattern dialog displayed 



FullPaint 



Painting Software 



Keyboard Equivalents (2 of 3) 

Grid, activate/deactivate 3S6 

Hand tool, select temporarily 'V pencil 

Help 38 H or % question mark icon 

Increase type size 36 > 

Italic text 381 

Lasso without tightening lasso 

Lines at 45® angles, create O It 'Vline tool or polygon tool 

Measuring Units dialog, display ruler 

Move palette It 

Move selected element in 45° direction O It 

Outline text 360 

Paste element in center of window 38 V 

Paste element in upper-left corner 38‘^V 

Patterned lines, create ^ V/ine tool 

Perpendicular lines, create O It "/any painting tool or eraser 

Plain text 38 P 

Reduce type size 3€< 

Scale proportionally 360 It nrarquee corner 

Scale selected element 38 ^ marquee corner 
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FullPaint 



Keyboard Equivalents (3 of 3) 

Select contiguous image lasso 

Select entire document %%% marquee icon 

Select window %% lasso or marquee icon 

Shadow text §6S 

Shapes with patterned outlines, create any shape too! 

Show/hide menu bar 36A 

Show/hide toolbox and palettes 3ST or ^ 

Shrink marquee to bit map 'V marquee 

Square, create O ^ '^/rectangle tool 

Switch to document number [#] 36[#1 

Trace edges of selected element 36 E 

Trace edges with shadow effect 36 OE 

Transparent patterns, create 36 ^ ^/paintbrush 

or spraypaint tool 

Transparent shapes, create 36*^ 'Vany filled shape tool 

Transparent straight lines, create 36*^ *Vi/ne too! 

Underline text 36U 

Undo/redo last operation 36Z or^ 



Accurate for FullPaint, version IMSE 



9S 


command 


^ return 


ID keypad key 


O 


shift 


w enter 


M space bar 




option 


^ escape 


FI function key 




control 


<a delete 


% mouse click 


41 


tab 


[E> fwd. delete 


It mouse drag 
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MacPaint 



Toolbox 



a 

_k- 

A 




Marquee 


it to select rectangular part of painting 


Lasso 


It to select irregular part of painting 


Hand 


^ to move page in window 


Line 


It to draw straight line at any angle 


Paint can 


^ to fill an area with current pattern 


Spraypaint 


It to generate pattern of loose pixels 


Paintbrush 


^ to draw lines in brush shape 


Pencil 


It to draw or delete free-form lines 


Eraser 


It to delete general portions of bit map 


Type 


% to set origin for text block 


Rectangle 


It to draw transparent rectangle 


Fill rectangle 


to draw filled rectangle 


Rnd. corner 


^ to draw transparent round rectangle 


Fill rnd. corner 


It to draw filled round rectangle 


Oval 


It to draw transparent ellipse 


Fill oval 


^ to draw filled ellipse 


Freehand 


It to draw transparent free-form shape 


Fill freehand 


It to draw filled free-form shape 


Polygon 


It to create corners of transparent polygon 


Fill polygon 


k to create corners of filled polygon 
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MacPaint 



[Edit Soodiet Font Style Palternt Toolt 



Saue »S »S 

Saue fls... Xfl 

Reuert To Saued 

Take Snapshot XV X- 

Throui Ruiay Snapshot 

Page Setup... 

Print... XP 

Print Selection... 



Undo 


XZ 


Cut 


XH 


Copy 


XC 


Paste 


XU 


Clear 




Inuert 




Fill 




Trace Edges 


XE 


Flip Horizontal 




Flip Uertical 




Rotate 


XT 


Reuert To Snapshot 


XR 



Turn Grid Qn 
Oraui From Center 
Show Mouse Position 

Zoom In 
Zoom Out 
Show Rctual Size 

Shortcuts... 

Preferences... 

Edit Pattern... 

Brush Shape... 

Brush Mirrors... 

Scale Selection... 

OocumentI 

DocumentZ 



XC XG Chicago 

Courier 
XK XK (BsmntB 

Heluetica 

XM XM Monaco 

XL XL Symbol 

XF X- Times 






+ llllll 



✓Plain XP 

Bold XB XB 

ttatic XI XI 

Underline XU XU 

fR|TTflflnmn] 

SSOMKOfflOD 

Rlign Left 
Align Middle 
Align Right 



The second columns of keyboard equivalents represent 
our recommended ResEdit alterations to the MENU 
resource as explained in **Ten Hottest Tips’* later in this 
entry 
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^ MacPaint 

Keyboard Equivalents (i of 3) 

Actual size/fat bits, toggle %% pencil icon 

Actual/fit in window, toggle %% hand icon 

Bold text 

Brush shape, select %% paintbrush icon 

Change typeface §§0> or§§0< 

Circle, create O ^ oval tool 

Clear selected element < 2 } 

Clone selected element 

Close current document §€W 

Copy element SC 

Cut element SX 

Draw from center %% any shape tool icon 

Draw with selected element it element 

Edit pattern %% pattern icon 

Erase entire document eraser icon 

Erase window %% eraser icon 

Fill beyond current window paint can 

Grab pattern off page % with Pattern dialog displayed 

Hand tool, select temporarily 
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MacPaint 



Keyboard Equivalents (2 of 3) 

Increase leading 

Increase type size 3§> 

Italic text 3€I 

Make selected element transparent 41 it 

Move selected element in 45® direction O It 

Move window 36 It 'Vhand tool 

New document, create 36 N 

Open existing document 360 on launch 

Paste element 36 V 

Pattern palette, display at cursor position P 

Patterned lines, create 36 ^ V//ne tool 

Perpendicular lines, create O ^ ^Vany painting tool 

Plain text 36 P 

Quit MacPaint 36Q 



Reduce leading 36*^< 

Reduce type site 36 < 

Revert document to snapshot 36 R or 36-0 % % eraser icon 

Revert to snapshot selectively 36 Veraser 

Revert window to snapshot 36% % eraser icon 

Rotate selected element by 90® 36T 



Save painting 36 S 

Scale proportionally 360 ^ marquee corner 

Scale selected element 36 % marquee corner 

Select document 0 % % lasso or marquee icon 

Select window % % lasso or marquee icon 

Shapes with patterned outlines, create ......36 It any shape tool 
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^ MacPaint 

Keyboard Equivalents (3 of 3) 

Shortcuts screen, display §gH 

Show/hide actual-size window §§F 

Show/hide mouse-position indicator §6K 

Shrink marquee to bit map 86 It '^/marquee 

Square, create O It 'V rectangle tool 

Switch to document number [#] 361#] 

Take snapshot 36 Y 

Tear off menus It Patterns or Tools menu 

Toolbox, display at cursor position T 

Trace edges of selected element 36 E 

Trace edges with shadow effect 36 OE 

Transparent shapes, create 36*^ It ^/any filled shape tool 

Transparent patterns, create 36 It paintbrush tool 

Turn grid on/off 36G 

Underline text 36 U 

Undo/redo last operation 36 Z or'- or ^ 

Zoom in 36M or 36*i^ 'V pencil 

Zoom out 36L or 360'i^ '^/pencil 

Accurate for MacPaint, version 2,0 






154 ♦ Painting Software 




MacPaint 



Ten Hottest Tips 

o Erasing in various sizes. One of MacPaint’s biggest 
drawbacks is that you can’t change the size of the eraser 
icon. But you can erase in different sizes by using the 
paintbrush in combination with a white pattern. Or, 
you may select a blank area with the marquee tool and 
command-option-drag the selection. The size of your 
marquee acts as the size of the eraser. 

<> Erasing sizable areas. To erase large areas, but not the 
entire screen, lasso or marquee an image and press 
the BACKSPACE or DELETE key. 

o Patterned lines. You may create a line or outline in the 
current pattern by pressing the command key when 
drawing with the line tool or one of the shape tools. 

o Filling text. To fill multiple elements with a similar 
pattern, such as separate letters in a line of text, don’t 
click each element with the paint can. Simply lasso 
the elements and choose the Fill command fi'om the 
Edit menu. If there are any enclosed white areas in 
your elements (such as the inside of the letter O), erase 
“holes” into them with the pencil tool so they don’t 
become selected. 

^ Thickening a line. The Trace Edges command is ex- 
tremely useful for making existing elements heavier or 
thicker. To thicken a line, select it with the marquee 
tool and choose Trace Edges. Then select the paint can 
and click inside the hollow line to fill it in. 
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o Transparent patterns. To fill a shape with a transpar- 
ent pattern, press command and option while dragging 
with one of the filled shape tools. To make a selection 
transparent, press the tab key. 

o Making type bolder. This technique may also be used 
to make some type bolder. Marquee a large letter and 
choose Trace Edges two or three times. Then erase 
some breaks in the extraneous outlines inside the let- 
ter. Clicking inside the letter with the paint can com- 
pletes the process as before. 

♦ Editing brush shapes. Many competing painting pro- 
grams allow you to edit brush shapes to create a cus- 
tom paintbrush cursor. Alas, MacPaint is behind on 
this feature too. But if you really want to change a 
brush shape (for the long run, that is), you may do so 
using ResEdit. Opening MacPaint’s CURS resource will 
display the many cursor shapes that MacPaint uses. 
The last six rows of these include brush shapes. Note 
that editing any one of these cursors will change the 
respective brush shape when you draw with it, al- 
though the cursor will look the same as it did before 
the change in the Brush Shape dialog box. 




ResEdit allows you to edit any of MacPaint's brush shapes 
via the CURS resource. However, this will not change the 
appearance of the cursor in the dialog box displayed by 
double-clicking the paintbrush tool. 
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♦ Changing keyboard equivalents. One of the more 
dubious features of MacPaint is its old-style use of 
keyboard equivalents. Command-P makes text plain 
instead of printing, and many frequently used com- 
mands are ignored. We recommend using ResEdit to 
change the keyboard equivalents in the MENU resource 



as follows: 




Save as 


S§A 


Take Snapshot 


§§= (leaving 36 Y open) 


Print 


3§P 


Invert 


3SJ (361 is already taken) 


Fill 


36F 


Flip Horizontal 


36H 


Flip Vertical 


3€Y 


Show Actual Size 


36- 


Shortcuts 


36/ (it’s like Help, after all) 


Plain 


Delete (MacPaint ain’t no 
word processor) 



The results of these chcmges are shown in “Menus” 
earlier in this entry. 

4 Creating spraypaint cookie cutters. In the real world, 
professional artists use masking tape and stencils to 
limit the area afrected by an airbrush. In MacPaint, 
you have no such feature to create crisp edges when 
using the spraypaint tool. However, you may create a 
“cookie cutter” that will mask an area after it is 
spraypainted. The trick is to create two copies of the 
image you want to paint, one you actually spraypaint 
(without worrying about staying in the lines) and one 
that you make into a cookie cutter. To create a cookie 
cutter, draw a rectangle around your image. Then 





The images above demonstrate the steps in applying the 
cookie cutter technique. First, we copy our image and 
apply spraypaint to it. Second, we paste the unspray- 
painted image, draw a rectangle around it, and draw a 
tunnel connecting the rectangle and image to create a 
cookie cutter. Third, we drag the cookie cutter over the 
spraypainted image, masking away the excess 
spraypaint to create a crisp and textural finished piece 
of artwork. 
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% PixelPaint Professional 



Toolbox 




Lasso 


^ to select irregular portion of painting 


Hand 


1^ to move page with respect to window 


Paint can 


It to fill an area with current pattern 


^ Paintbrush 


It to draw free-form lines in brush shape 


Dropper 


> to grab colors off the page 



^ Waterdrop to dilute colors in painting 

Line It to draw straight line at any angle 

LM Rectangle ^ to draw transparent or filled rectangle 

Polygon % to create corners for geometric polygon 

Reg. polygon ^ to draw equilateral polygon 

r — T 

I. I Marquee 

A Type % 

* ^ Airbrush 
^ Pencil 
Eraser 
^ Finger 
^ Arc 
CB Rnd. corner 
0^ Freehand 



> to select rectangular portion of painting 
to set origin for text block 

> to generate pattern of loose pixels 

> to draw or delete free-form lines 

> to delete general portions of bit map 

> to smear colors in painting 

> to draw quarter ellipse 

> to draw rounded rectangle 

> to draw free-form shape in line weight 

> to draw ellipse 



Oval 
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PixelPaint Professional 



Menus 
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PixelPaint Professional 



Menus 



pShiink to Fit 



</ Normal 
Effect 






^Free 

Polygon 

Spline 






MocPoInt'** 




«/RIIgn Left 


Speckle 




Rlign Middle 


Cycle Speckle 
Grofflti 




Rtign Right 



Chicago 




Courier 


BgH 


Geneuo 




Keluetico 


■tH 


Monaco 


18 




20 




24 


^Plain 




27 

30 


Bold 




36 


none 




42 


Underline 




48 


rnmOfUmm 




60 






72 




Other... 




The menu to the left of the Effects menu changes 
depending on the currently selected tool 
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PixelPaint Professional 



Keyboard Equivalents (i of 5) 

Actual size/fat bits, toggle %% pencil icon 

Add last image drawn to mask 3SI 

Airbrush properties, alter airbrush icon 

Airbrush tool, select A 

Align text left 36 L while type tool selected 

Align text middle (centered) 3§M while type tool selected 

Align text right 36 R while type tool selected 

Apply fill effect to selection ; 36 R 

Arc tool, select C 

Bold text 36 B while type tool selected 

Brush shape, edit brush shape in dialog 

Brush shape, select %% paintbrush icon 

Cancel operation 36 . or ^ 

Change to next typeface 360> 

Change to previous typeface 3§0< 

Circle, create “/ova7 tool 

Clear element 36B orO 

Clone selected element 

Close current document 36 W 

Color palette, customize %% color selector 



36 command 
O shift 
option 
^ control 
■►I tah 



^ return 
ys? enter 
^ escape 
<EI delete 
E> fwd. delete 



m keypad key 
M space bar 
FI function key 
% mouse click 
mouse drag 
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% PixelPaint Professional 

Keyboard Equivalents (2 of 5) 

Copy element 3§C 

Cut element §6X 

Cycle colors while caps lock down 

Decrease scrolling speed scroll arrow 

Detailer box, display 4r“'> Vdropper 

Draw with selected element 38*^ element 

Dropper tool, select 

Erase to white ''/eraser 

Erase window eraser icon 

Eraser tool, select E 

Exchange foreground and 

background colors 36 It 'Vspraypaint tool or paintbrush 

Fill effects, alter paint can icon 

or shape tool icon (except regular polygon) 

Filled oval tool, select 0 

Finger tool, select ] 

Grab background color off page 'V dropper 

Grab blend color off page 'V dropper 

Grab foreground color off page % "/dropper 

Hand tool (grabber), select G 

Hand tool, select temporeurily in fat bits 

Help 3€H 

Increase type size 
Italic text 



Lasso tool, select 



3€> 

36 1 while type tool selected 

L 
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PixelPaint Professional 

Keyboard Equivalents (3 of 5) 

Lasso with marquee tool 

Lasso without tightening 'V lasso 

Line fractility, alter %% line icon 

Marquee tool, select S 

Merge images from different files §6M 

Move selected element in 45® direction It 

New document, create S6N 

Number of 

equilateral polygon sides, select 'k\ regular polygon icon 

Open existing document MO 

Outline text MO while type tool selected 

Overview view size it > hand icon 

Paint can (fill tool), select F 

Paint small speckles 'Vspraypaint tool 

when Speckle effect active 

Paintbrush tool, select B 

Paste element *..MV 

Pattern, edit %% pattern in dialog 

Pattern, select %% pattern selector 

Patterned lines, create It Vfrne tool, arc tool, 

or pencil (except in fat bits) 
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PixelPaint Professional 



Keyboard Equivalents (4 of 5) 



Pencil tool, select 

Perpendicular lines, create .. 

Plain text 

Polygon tool, select 

Pose, display painting only 

Pose momentarily 

Preferences dialog, display 
Print document 



... O It Vany painting tool 
or eraser 

i€P while type tool selected 

P 

3€F 

...3§F while caps lock down 
3€Y 



SP 



Quarter circle, create O It '^/arc tool 

QuickEdit color box, display 3€E 

Quit PixelPaint Professional 3SQ 



Rectangle tool, select R 

Reduce type size 3§< 

Regular polygon tool, select Y 

Round corner tool, select D 



Save painting 

Scale proportionally 

Scale selected element 

Select entire contiguous color 
Select last element selected .... 

Select multiple 
noncontiguous areas 

Select window 

Set line weight 

Shadow text 



§es 

marquee corner 

3§ ^ marquee corner 

lasso 

§«L 

... O It '^Z lasso or marquee 

%% marquee icon 

%% line weight selector 

36 S while type tool selected 



Shapes with patterned outlines, create 





'^Z any shape tool 
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^ PixelPaint Professional 

Keyboard Equivalents (5 of 5) 



Show mask 

Show/hide cursor coordinates 

Shrink marquee to bit map 

Square, create 

Turn grid on/off 

Type tool, select 

Underline text 

Undo/redo last operation 

Use mask 

Zoom in 

Zoom out 



8€K 

§€A 

'^/marquee 

O ^ 'V rectangle tool 

§§G 

T 

3€U while type topi selected 

§SZ or ^ 

3€U 

36% ^'/pencil 

360% '^/pencil 



Accurate for PixelPaint Professional, version 1.0 



36 command 
O shift 
option 
control 
41 tab 



return 
^ enter 
^ escape 
<3 delete 
CH> fwd. delete 



ID keypad key 
M space bar 
FI function key 
% mouse click 
mouse drag 
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S Studio/8 



Toolbox 

Lasso 
Marquee 
Poly select 
Type 
Hand 
Eraser 
Airbrush 
Paint can 
Dropper 
Paintbrush 
Pencil 
Line 

Rectangle 
Rnd. corner 
Oval 

Rotated oval 
Reg. polygon 
Polygon 
Freehand 
Curve 
Bezier 




It to select irregular portion of painting 
It to select rectangular portion of painting 
^ to select polygonal portion of painting 
k to set origin for text block 
It to move page in window 
It to delete general portions of bit map 
■”> to generate random spray of pixels 
^ to fill an area with current pattern 
to grab colors off the page 
^ to draw free-form lines in brush shape 
to draw or delete free-form lines 
^ to draw straight line at any angle 

^ to draw rectangle according to modifier 
^ to draw rounded rectangle 
■“> to draw ellipse 

to draw ellipse then to rotate 
1^ to create equilateral polygon 
% to create corners for geometric polygon 
^ to draw free-form shape in line weight 
It to draw line then move mouse to bend 
It for smooth point, ^ to end curve 
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S Studio/8 



Menus 





Neiu «N 

Open... »0 




Close nui 

Saue Mi 

Saue Rs... 

Saue 0 Copy... 
Reuert to Saued 




Document Size... 

Print Preuietu... 
Page Setup... 
Print... nP 




Quit m 














S studio/8 



Menus 
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S Studio/8 

Keyboard Equivalents |i of 6| 



Actual size/600%, toggle %% pencil icon 

Actual view size (100%) 1 

Add point to curve in Bezier edit mode 

Add point to polygon in poly, edit mode 

Airbrush tool, select A 

Bezier edit mode, exit % any tool icon or ^ 

B6zier tool, select Z 

Blend on-screen colors beneath brush 389 

Brush shape, change %% paintbrush icon 

Cancel command and revert ^ or 

Cancel operation 38 . 

Center area in 600% view size ...38'ii^ '^’/pencil 

Change background color/pattern or 

Change brush setting T or 

when airbrush or paintbrush is selected 

Change fill color/pattern <- or -> 

Change fill pattern [ or ] 

Change frame color/pattern 38<- or 38 

Change frame pattern 38 [ or 38] 

Change number of polygon sides t or 4. 



when regular polygon tool is selected 



3S 


command 


return 


m keypad key 


O 


shift 


w enter 


M space bar 




option 


^ escape 


FI function key 




control 


<EJ delete 


% mouse click 


41 


tab 


[H> fwd. delete 


It mouse drag 
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S Studio/8 



Keyboard Equivalents (2 of 6) 

Change selection to brush (or vice versa) 36 B 

Circle, create 'Voval tool 

Clear element <H] 

Clear screen %% eraser icon 

Clone selected element 

Close current document 36W 

Color cycling, activate/deactivate 36G 

Constrain modifier, toggle H 1 

Copy element 38C 

Corner point with 

B6zier handles, create in BSzieredit mode 

Corner/center modifier, toggle ^3 

Curve tool, select C 

Curves at 15® inclines, create curve tool or Bezier tool 

Cut element 36X 

Darken on-screen colors beneath brush 365 

Display hidden menu bar 4 -« or ^ 

Draw with element 36 B, '*/ paintbrush 

Duplicate element 36 D 

Edit on-screen color co7or V pickup tool 

Eight times actual view size (800%) 8 

Ellipses at 15® angles, create O ^/rotate oval tool 

End B6zier curve 'V Bezier curve tool 

Equilateral polygons at 15® angles, create O It 

regular polygon tool 

Erase to previous color T or It "''/pencil 

Eraser tool, select E 
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S Studio/8 

Keyboard Equivalents (3 of 6) 

Fill selection 36 F 

Flip element horizontally 36 H 

Flip element vertically 36 Y 

Four times actual view size (400%) 4 

Frame/fill modifier, toggle [H 4 

Freehand tool, select H 

Gradient fill modifier, toggle ID 6 

Grid modifier, toggle ID 2 

Hand tool (grabber), select G 

Help 36/ 

Hide auxiliary windows 36 E 

Invert mask 36 1 

Keep darker (paint over only if darker) 367 

Keep lighter (paint over only if lighter) 3S8 

Lasso tool, select L 

Lighten on-screen colors beneath brush 366 

Line tool, select \ 

Lines at 15® angles, create ^ V/ine tool or polygon tool 



36 command 4-» return ID keypad key 

O shift ^ enter ^ space bar 

option ^ escape FI function key 

control <H] delete % mouse click 

■►I tab \E> fwd. delete mouse drag 
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S Studio/8 



Keyboard Equivalents |4 of 6) 

Magnify grid, toggle 

Magnify modifier, toggle 139 

Magnify to 600% actual size 'Vpencil 

Magnifying glass, toggle 38U 

Marquee tool, select S 

Mask, activate/deactivate 38 M 

Modify airbrush %% airbrush icon 

Modify corners %% rounded comer icon 

Move selected element in 45® direction O It 

Move selected element regardless of cursor location ^ It 

Move text block ^ when text block active 



Neon brush 

New document, create 

Open existing document 

Oval tool, select 

Paint can (fill tool), select 

Paint continuous strokes 

Paint with brush normally .... 

Paintbrush tool, select 

Paste element 

Pencil tool, select 

Perpendicular lines, create ... 

Pickup tool, toggle 

Polygon edit mode, enter 

Polygon edit mode, exit 

Polygon selection tool, select 
Polygon tool, select 



383 

38N 

380 

0 

F 

'V paintbrush 

382 

B 

38V 



O It '^/any painting tool or eraser 
41 

'V polygon tool 

when closing a shape 

% any tool icon or 

X 

P 
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§ Studio/8 

Keyboard Equivalents (5 of 6) 

Print document 38 P 

Quit Studio/8 38 Q 

Rectangle tool, select R 

Regular polygon tool, select Y 

Remask color 38 K 

Reset all modifiers to original settings 38lHi^ 

Resize selected element, free 38 R, ^ corner 

Rewrap type it corner when text block active 

Rotate element by 90® 38 L 

Rotated oval tool, select W 

Rounded corner tool, select D 

Save painting 3§S 

Select background color 'V pickup tool 

Select foreground color % 'V pickup tool 

Select frame color 38 > 'V pickup tool 

Select last selected element 38A 

Select multiple noncontiguous areas ....36 it 'V any selection tool 

Set magnification 1, 2, 4, 6, or 8 

Show draft page/document 38 J 

Shrink/expand modifier, toggle (H7 



38 command 4-^ return HI keypad key 

O shift ^ enter ^ space bar 

option ^ escape FI function key 

control <3 delete \ mouse click 

■►l tab (H> fwd. delete it mouse drag 
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8 Studio/8 

Keyboard Equivalents (6 of 6| 



Single-color brush §61 

Six times actual view size (600%) 6 

Slide on-screen colors beneath brush §60 

Slip colors modifier, toggle HOB 

Smear on-screen colors beneath brush §6- 

Smooth on-screen colors beneath brush §§= 

Solid/tinted modifier, toggle (D5 

Special pencil mode, toggle t or i when pencil is selected 

Square, create O 'V rectangle tool 

Tint level, toggle * oriO* 

Tint on-screen colors beneath brush §§4 

Trace with brush §6T 

Twice actual view size (200%) 2 

Type tool, select T 

Undo/redo last operation §6Z 

Window size, toggle 



Accurate for Studio/8, version 1,0 





command 


4-J 


return 


ID keypad key 


O 


shift 




enter 


space bar 




option 




escape 


FI function key 




control 




delete 


% mouse click 


41 


tab 


\E> 


fwd. delete 


It mouse drag 
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Spreadsheets 

Ever since SuperCalc became the first big software hit 
on the Apple II, the measure of any computer, in busi- 
ness terms, has been the spreadsheet. Lotus 1-2-3 was 
instrumental in the success of the IBM PC, so when 
the Macintosh was released everyone was very inter- 
ested in seeing which spreadsheet would define the 
business capabilities of the Macintosh, 

It took several years before a professional spreadsheet 
for the Macintosh appeared, but when it did there was 
no disputing that the Macintosh could perform seri- 
ous business computing. The engineers designing 
Excel, the story goes, were told to build the best spread- 
sheet program available on any personal computer. 
They were not told Which computer they were sup- 
posed to use to accomplish this task. Fortunately for 
us, they decided that the Macintosh was their platform 
of choice. 

The amazing thing about Excel is that not only is it the 
undisputed leader of its category, but with a few mi- 
nor exceptions, everyone is perfectly happy about this 
situation. Excel is so powerful and so well designed 
that it has avoided the competitive pressures that have 
befallen other category-leading packages like Aldus 
PageMaker and Microsoft Word. 

Not until the introduction of Informix’s Wingz did 
Excel see any type of real competition. Taken on its 
own merits, Wingz is a fine product, but most users do 
not find the product’s graphic strength a compelling 
enough reason to give up Excel. 
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^ Full Impact 



Icon Bars 




Fill Right from Edit menu 
Fill Down from Edit menu 
Clear from Edit menu 
Copy from Edit menu 
Paste from Edit menu 
Move from Edit menu 
Bold from Format menu 
Underline from Format menu 
Itauc from Format menu 
Print from File menu 
Currency from Format menu 
Recalc Now from Display menu 
Save from File menu * 

Get [Element] Info from File menu 
Switch Icon Bar from Display menu 

Reduce from Display menu 
Enlarge from Display menu 
Zoom from Display menu 
Paragraph from Draw menu 
Pie Chart from Draw menu 
3D Bar Chart from Draw menu 
Bar Chart from Draw menu 
Line Chart from Draw menu 
Scatter Chart from Draw menu 
High-Low Chart from Draw menu 
Line from Draw menu 
Rectangle from Draw menu 
Rounded Rectangle from Draw menu 
Oval from Draw menu 
Switch Icon Bar from Display menu 
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% Full Impact 



Formula and Macro Icon Bar 




Addition 

Subtraction 

Multiplidation 

Division 

Exponentiation (to the power of) 

Open parenthesis 

Close parenthesis 

Sum of a range 

Square root 

Less than 

Greater than 

One 

Comma 

Backspace (delete) 

Period 



Clicking an icon in an icon bar is a substitute for choosing 
the command listed 




% Full Impact 



Standard Menus 



Edit Format Display Dram Uiems Macros 
















% Full Impact 



Formula and Macro Menus 



Moth 




string 


^ - 


Dolobote 


> — 


Stotlftlc* 


^ — 


nnoRce 


► ”1 


Timo 


► i\ 


Spreodtheel 


JJill 













Full Impact 



Commands Menu 











% Full Impact 



Commands Menu 
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% Full Impact 



Keyboard Equivalents (i of 3) 



Absolute reference^ $ 

Accept formula, activate next cell down 

Accept formula, activate next cell left 

Accept formula, activate next cell right 

Accept formula, activate next cell up 

Activate formula bar %% cell 

Activate selection box §§G 

Addition* + 

Argument separator* 

Assignment* : = 

Cancel operation 

Clear selected cells §6E 

Close document or macro window 3SW 

Compute enclosed operators first* ( and ) 

Concatenation* 1 1 

Copy cells or formula 36C 

Cut cells or formula 38X 



Display date % clock while time displayed 

Display time % clock while dote displayed 

Division* / 



Enter numbers or functions as text* ” 

Equal to* = 

Exponential (to power of ...)* 

Extend selection range across cells 



Fill down 
Fill right., 



9gD 

3gR 
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% Full Impact 



Keyboard Equivalents (2 of 3) 



Get information on selected element SSI 

Go to specified cell §gG 

Greater than* > 

Greater than or equal* ^ (*^>) 



Less than* < 

Less than or equal* ^ (sg<) 

Logical and* & 

Logical not* 

Logical or* | 



Modify icon 

Move one cell down 
Move one cell left ... 
Move one cell right .. 

Move one cell up 

Move selection 

Multiplication* 



SS% on icon 



041 

41 

0<M 

I to set destination, 



New document, create §§N 

Not equal to* ^ (*^=) 



* Specifically for use in the formula bar or macro editor 



3S 


command 


^ return 


HI keypad key 


O 


shift 


^ enter 


M space bar 




option 


^ escape 


FI function key 




control 


<3 delete 


% mouse click 


41 


tab 


E> fwd. delete 


^ mouse drag 
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% Full Impact 

Keyboard Equivalents (3 of 3) 

Open existing document 380 

Paste cells or formula 36 V 

Percentage* % 

Print document 36 P 

Quit Full Impact 36Q 

Range* : 

Recalculate now 36= 

Save spreadsheet 36S 

Select all cells 36 A 

Select entire worksheet % corner box 

Select noncontiguous ranges 36 across cells 

Select row or column % row or cell heading 

Subtraction/negation* - 

Undo/redo last operation 36 Z 

Wild card for a single character* ? 

Wild card for any number of characters* * 

* Specifically for use in the formula bar or macro editor 
Accurate for Full Impact, version 2,0 



36 command 4-« return M keypad key 

O shift enter ^ space bar 

option ^ escape FI function key 

control <a delete % mouse click 

^1 tab \E> fwd. delete it mouse drag 
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^ Microsoft Excel 

Menus 



IdU Forcnuls fonnot Data Cptlont Macro mtndo^ 



New... 

Open... 

Close 

Links... 


ItN 

KO 

KID 


Saue 

Saue Rs... 


ICS 


Saue tUorlcspace... 
Delete... 


Page Setup... 


Print... 


HP 


Quit 


HQ 



Undo 


m 


Repeat 


tiv 


Cut 


MR 


Copy 


tic 


Paste 


W 


Clear... 


ns 


Paste Special... 1 


Paste Link 




Delete... 


UK 


Insert... 


m 


Fill Right 


SIR 


Fill Down 


tID 



Pasta Name... 
Paste Function. 
Reference 


tCT 


Define Name... 
Create Names... 
Rpply Names... 


ML 


Note... 1 


Boto... 


ICG 


Find... 
Replace... 
Select Special... 


ICH 


1 Show flctlue Cell | 




Number... 

filignment... 

Font... 

Border... 

Cell Protection... 



Rot 0 Neighl... 
Column CUidth... 



Justify 




Find tIF 
iNtroct... ni 
Delete 

Set Ootebose 
Set Criteria 



Sort. 



Series... 

Toble... 

Perse... 



Set Print Rreo 
Set Print Titles 
Set Poge Break 



Olsploy... 
standord Font... 
Freeze Penes 



Protect Document... 



Colculetton... 
Calculate Noui It* 
tllorkspoce... 

Short Menus 



Run... 

Record... 



Start Recorder 
Set Recorder 
Relotiue Record 




Kelp... 



Neui tUindotu 
Shorn Clipboard 
Shoui Info 
Rrrenge Rll 



Hide 

Unhide. 



Ulorkshaetf 

2 ChartI 

3 Macro! 




Patterns... 

Font... 

Tent... 

Scale.„ 

Legend... 



Hein Chart... 
Ouerlay... 



Maue 

Size 



The Info menu appears only when you choose Show Info 

The Gallery, Chart, and Format menus appear as shown 
above when a chart is the active window 
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^ Microsoft Excel 

Keyboard Equivalents (i of 6) 

Absolute reference* $ 

Activate formula bar 361) 

Activate menu bar FI 0 or / 

Activate next pane F6 

Activate next window 38M or 36 F6 

Activate previous pane OF6 

Activate previous window 360M or 360 F6 

Addition* + 

Apply array formula 38^ or36w 

Apply formula to all selected cells ‘=^4-* or‘=^gw 

Begin formula* = 

Bold text 360B 

Border, bottom 36'^>l' 

Border, left 

Border, outline 36'^) 

Border, right 38*^-^ 

Border, top 38*^t 

Calculate document OF9 

Calculate now 38= or F9 

Cancel formula 38Z or 36 . 

Cancel operation 38. or^ 

Carry out operation w 

Clear selected cells 36 B 

Close all open documents O choose Close 

Close document 38 W or 38 F4 

Compute enclosed operators first* ( and ) 

Copy cells or formula 38C or F3 
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^ Microsoft Excel 

Keyboard Equivalents (2 of 6) 



Copy picture §§OC 

Copy value from cell above* 3S 

Create names 3€OF3 

Cut cells or formula 3SX or F2 

Define name of selected cells 8€Lar§§F3 

Delete selected cells 

Display formulae/values, toggle 

Division* / 

Enter current date* §€ 

Enter current time* 3§ 

Equal to* = 

Establish formula as array* [and] 

Exponential (to power of ...)* 

Extend selection range O across cells 

Extract records from database §€E 



* Specifically for use in the formula bar or macro editor 



3§ command 
O shift 
option 
^ control 
41 tab 



^ return 
^ enter 
^ escape 
<EI delete 
E> fwd. delete 



ID keypad key 
M space bar 
FI function key 
% mouse click 
mouse drag 
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^ Microsoft Excel 

Keyboard Equivalents (3 of 6) 

Fill down 86 D 

Fill left 360R 

Fill right 86R 

Fill up 860D 

Find cell, display dialog 86 J or OF5 

Find next cell 86H or F7 

Find next record in database 86 F 

Find previous cell 860 H or OF7 

Find previous record in database 860F 

Go to cell or named area 86 G or F5 

Greater than* > 

Greater than or equal* >= 

Help 86/ or HELP 

Help, context-sensitive OFl 

Insert one cell at a time on cell 

Insert paragraph break in note 

Insert selected number of cells 86 1 

Intersection* 

Italic text 8601 

Less than* < 

Less than or equal* <= 

Maximize active window 86F10 

Move active window 86 F7 

Move one cell down ^ 

Move one cell left or to previous field 041 

Move one cell right or to next field 41 
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^ Microsoft Excel 

Keyboard Equivalents (4 of 6j 



Move one cell up 04-* 

Move to next record 

Move to previous record 

Multiplication* * 

New chart, create FI 1 

New document, display dialog 36 N 

New macro sheet, create 36 FI 1 

New worksheet, create O FI 1 

Not equal to* <> 

Note selected cells 360N or OF2 

Number format, $#,##0.00 360*^4 

Number format, 0% 360'^5 

Number format, 0.00 360*^1 

Number format, O.OOE+00 360*^6 

Number format, d-mmm-yy 360*^3 

Number format, general 360*^"- 

Number format, h:mm AM/PM 360*^2 

Number lock, activate/deactivate OlUi^ 



* Specifically for use in the formula bar or macro editor 



3S 


command 


4-j return 


m keypad key 


O 


shift 


w enter 


M space bar 




option 


^ escape 


FI function key 




control 


<E1 delete 


% mouse click 


41 


tab 


{E> fwd. delete 


mouse drag 
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^ Microsoft Excel 

Keyboard Equivalents (5 of 6) 

Open existing document 3§0 or 3§ F 1 2 

Paste cells or formula 36 V or F4 

Paste function OF3 

Paste special 360V 

Percentage* % 

Plain text 86 OP 

Print document 36P or 360F12 

Quit Microsoft Excel 36Q 

Range* : 

Reference, convert formula 36T 

Repeat last operation 36 Y 

Restore window size 36 F 5 

Save as different name or location 360S or F12 

Save spreadsheet 36S or OF12 

Search for ? or * characters* '-? or^* 

Select all ceils 36A 

Select chart 36 A 

Select entire column 36^ 

Select entire row Oh- 

Select entire worksheet > corner box 

Select noncontiguous ranges 36 ^ across cells 

Select range of cells ^ across cells 

Select row or column % row or cell heading 

Select special, all levels dependents 360] 

Select special, all levels precedents 360 [ 

Select special, column differences 360 \ 

Select special, current region 36* 
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^ Microsoft Excel 

Keyboard Equivalents (6 of 6) 



Select special, direct dependents 3§] 

Select special, direct precedents §€[ 

Select special, notes §€O0 

Select special, row differences §g\ 

Shadow text §SOW 

Show information §8F2 

Size active window §gF8 

Subtraction/negation* - 

Text operator^ & 

Underline text SOU 

Undo/redo last operation SZ or FI 

Union* ; 

Wild card for a single character* ? 



Wild card for any number of characters*. 



* Specifically for use in the formula bar or macro editor 
Accurate for Microsoft Excel, version 2,2 



9€ 


command 




return 


(H keypad key 


O 


shift 




enter 


M space bar 




option 




escape 


FI function key 




control 


<a 


delete 


\ mouse click 


41 


tab 


E> 


fwd. delete 


it mouse drag 
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^ Microsoft Excel 

Ten Hottest Tips 

o Enough help already. Excel 2,2 provides a Help bar at 
the bottom of your screen, a particularly convenient 
learning tool for new users. As your cursor passes over 
a command, the Help bar displays a short blurb of 
information about it. However, for experienced users, 
this bar just takes up much-needed screen space. To 
dispense with it, choose the Workspace command from 
the Options menu, and deselect the “Status bar” option 
from the resulting dialog box. 

o Columns with headlines. To create nonscrolling head- 
lines at the top of your columns, drag downward on 
the black split bar located above the up arrow on the 
vertical scroll bar. This allows you to split the window 
into two separate scrolling areas. There is another split 
bar to the left of the left scroll arrow, allowing you to 
establish nonscrolling row labels. 

o Turn off automatic calculation. To save time when 
entering values into a worksheet that performs fre- 
quent calculations (such as our checkbook example), 
choose the Calculation command from the Options 
menu and set the calculation to Manual. This way, 
your worksheet will only be updated when you choose 
the Calculate Now command (or press command-=). 

o Editing number formats. Excel not only provides you 
with a wide variety of number formatting choices, but 
it also allows you to edit these choices. For example, if 
you select the “m/d/yy” date option in the Format 
Number dialog box, the cell entry “5/9” will be dis- 
played as “5/9/91” (assuming 1991 is the current year). 
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However, by adding an extra m and d to the “Format” 
option at the bottom of the Format Number dialog box 
so that the format reads “mm/dd/yy,” you change your 
display to “05/09/91.” Or, if you prefer hyphens to 
slashes, you may edit the option to read “mm-dd-)^.” 

« Transfer utilities. Do not try to transfer to another ap- 
plication, whether using QuicKeys, On Cue, or some 
other launching utility, while entering information into 
a cell. Excel requires that you escape the formula bar 
before any closing or saving operation may be per- 
formed. Sometimes you must even close the current 
document before a launching utility will respond. 

^ Botched formulae. When entering a complicated for- 
mula, it is very easy to make mistakes. However, Excel 
cannot implement the formula, and therefore will not 
let you escape the formula bar, unless it’s perfect. Even 
an extra parenthesis can bog it down. If you’re totally 
confused and tired of dealing with a botched formula, 
you may escape the formula bar without losing what 
you’ve done so far simply by deleting the equal sign at 
the formula’s beginning. Then relax and come back to 
it later. 

^ Making better looking charts. Basically, a chart with 
too many labels or too many tick marks looks like a big 
mess. Since Excel doesn’t offer many interesting chart- 
ing features anyway, you might as well make your 
charts as clean and simple as possible by eliminating 
excess dates and values. Also, if you’re dealing with 
large numbers, there’s no sense in making your value 
bars cross at zero. For example, if the lowest sales 
figure for your department was $35,000, your chart 
will be more dynamic if the lowest value charted is 
$30,000 rather than $0. 
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Although this chart is passable — you con plainly see how 
well this department has done each year since 1978 — we 
could make it more dramatic by enhancing some details 
and eliminating others. 




Here, we have simplified our chart by eliminating every 
other dote, and mode it more dramatic by selecting $30,000 
as the starting value rather than $0. We have also 
highlighted our best growth years by adding thicker lines 
and hollow points. 



o Exporting charts. No matter how hard you try, chart- 
ing in Excel is a miserable experience. It*s unnecessar- 
ily laborious, and the results are generally dismal. If 
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you’re willing to spend a little more time (but not that 
much more, considering how long it takes to get a 
chart created in the first place), you can enhance your 
charts by exporting them into a drawing program such 
as MacDraw II. Simply select the entire chart (command- 
A), copy it, choose Scrapbook firom the Apple menu, 
and paste. This converts the chart into the PICT graphic 
format used by MacDraw and supported by high- 
end drawing applications such as Aldus FreeHand. 
Pasting to the Scrapbook is also the only way you can 
transfer a chart to a page-layout program to garnish 
the documentation. 

* Eliminating the extra zeros. If you’re designing work- 
sheets with numbers ranging well into the thousands 
or millions (or even billions in the case of our firiends 
in defense contracting), you might want to take advan- 
tage of Excel’s rounding feature. Commas at the end of 
a number format instruct Excel to drop three digits 
apiece firom the end of a cell value. So hy entering “0,” 
in the Format Number dialog, you instruct Excel to 
display the cell value 10,734,650 as “10,735”. Adding 
another comma to the format (so that it reads “0„”) 
displays the same number as “11” and so on. A deci- 
mal point may also be added to retain significant dig- 
its: in this way, the format “0.00„” displays our cell 
value as “10.73”. 

♦ Buying ready-made worksheets. If you require a work- 
sheet for a specific purpose, such as payroll analysis or 
real-estate management, but can’t spare the time (or 
consider yourself unable) to carry out the design, you 
can probably locate a predesigned worksheet for a 
nominal fee. The largest clearinghouse for such prod- 
ucts is Heizer Software’s Excellent Exchange, which 
offers worksheets and templates for as low as $5.00. 
(Average prices are right around $20.) 
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¥ Wingz 



Toolbox 



* 


Worksheet 


% to select single cell, It to select range 


+ 


Object 


to select object, It to move 


CD 


Button 


^ to create button and define size 




Text 


It to create text field, 3S It to align to grid 


id 


Chart 


It to draw chart, 3S It to align to grid 


\ 


Line 


to draw straight line 




Arc 


It to draw quarter ellipse 


o 


Oval 


^ to draw ellipse 


1 1 


Rectangle 


It to draw rectangle 




Poly 


% to create comers for polygon 





^ Wingz 




Idit Go Format Sheet Graph Script (ulndoiu 






Wingz 



Menus 
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¥ Wingz 

Menus 



Gallery 
Title 

Footnote 

Legend 

Rnet 

Series 

3D Info 

General 

Bring to Froni 
Send to Bed 



Croup 

Ungroup 



Title Left 
Title Center 
Title Right 
^Ide Title 



Title Benge 



Footnote Left 
Footnote Center 
Footnote Right 
«/Kide Footnote 



footnote Benge 



Legend Left 
|wlegend Right 
Legend Bottom 
Legend Top 
Hide Legend 



vRutomotlc Logout 



l^utomatlc Stocking 
Stock Chert 
Bnsteck Chert 



No Parsing 
|vRutomatlc Parsing 
Horizontal Parsing 
UerticQl Porsing 



Chart Range 
Series Label Range 
Diulsion Label Range 



Plot Interior Brush... 
Plot Interior Pen... 



Range 

Hide 
Smooth 
Ewplode 
Ruh RkIs 

Label... 

Symbol... 

Combination... 



Rdd Series 
Delete Series 
Shoui Rll Series 



Linear Scale 
Percent Scale 
Log Scale 
Scale Info... 



Hide RHis 
RkIs Line Only 
Major Grids... 
Minor Grids... 



Title Range 
^ide Title 
Rotate Title 



Surface Pen... 



✓Bar 

Line 

Layer 

Step 

Combination 



SO Bar 
30 Line 
30 Layer 
30 Step 

30 Combination ' 



Horizontal Bar 
Pie 
30 Pie 
HILO 

HV 

Scatter 

Polar 

Contour 

Surface 

Ulirefreme 
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¥ Wingz 

Keyboard Equivalents |i of 3) 

Absolute reference* $ 

Accept formula, activate next cell down i 

Accept formula, activate next cell left ^ 

Accept formula, activate next cell right 

Accept formula, activate next cell up T 

Access last object tool O ^ 

Addition* + 

Apply grid to object ^ any object tool 

Argument separator* 

Begin formula* = 

Cancel formula 

Clear O 

Close document 36 W 

Compute enclosed operators first* ( and ) 

Copy cells or formula 36C or F3 

Cut cells or formula 3€X or F2 

Delete selected cells 36 K 

Division* / 

Enter numbers or functions as text* 

Equal to* = 

Execute HyperScript command from formula bar 364 -j or 36^ 

Exponential (to power of ...)* 

Extend selection range O It across cells 

Fill down 36D 

Fill right 36 R 

Find cell or named area 36 F 
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¥ Wingz 

Keyboard Equivalents (2 of 3) 



Go down one window page down 

Go to cell Al HOME 

Go to cell AVLH32768 end 

Go to first or last active cell % navigator arrow 

Go up one window page up 

Greater than* > 

Greater than or equal* >= 

Insert selected number of cells 

Less than* < 

Less than or equal* <= 

Move one cell down 4 -' 

Move one cell left -041 

Move one cell right 41 

Move one cell up O 4 -* 

Multiplication* * 

New document, create 3SN 

Not equal to* <> 



* Specifically for use in the formula bar or macro editor 





command 


4-* return 


(D keypad key 


0 


shift 


^ enter 


M space bar 




option 


^ escape 


FI function key 




control 


<x] delete 


% mouse click 


41 


tab 


[x> fwd. delete 


^ mouse drag 
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^ Wingz 

Keyboard Equivalents (3 of 3) 

Open existing document §80 

Paste cells or formula 36V or F4 

Percentage* % 

Print document §6P 

Quit Wingz §6Q 

Range* 

Recalculate now §6= 

Save spreadsheet §6S 

Select all cells §6 A 

Select entire worksheet corner box 

Select noncontiguous ranges 36 across cells 

Select range of cells across cells 

Select row or column % row or cell heading 

Subtraction/negation* - 

Text operator* & 

Undo/redo last operation 38Z or FI 

* Specifically for use in the formula bar or macro editor 
Accurate for Wingz, version 1,1 



36 command <-• return iO keypad key 

O shift w enter space bar 

option ^ escape FI function key 

^ control <3 delete % mouse click 

■♦I tab [i> fwd. delete mouse drag 
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Word Processors 



More people use the terms “love” and “hate” to de- 
scribe word processing software packages than any 
other kind of application. A popular word processor, 
whether it be Microsoft Word, WriteNow, or MacWrite, 
has its own band of devotees and detractors, often dis- 
playing inspired levels of emotion. 

Word processing, like writing itself, appears to be a 
very personal experience, where comfort with the com- 
mand structure and user interface are very important 
to the user. As the entries in this section illustrate, 
there are dramatic differences between the commands 
available in each of the popular word processing pack- 
ages. You can also get a sense of the user interface 
distinctions: the way that menus are arranged, the 
organization of keyboard equivalents, and the visual 
layout of the writing area, rulers, and menu commands. 

Microsoft Word’s dominance of the word processing 
market is at least partly due to the fact that it was the 
original high-end word processor. However, familiar- 
ity alone has not sustained Word this long. Word 4.0 
offers an incredibly rich set of features, many of which 
cem be customized to an extent previously unexplored 
by other software packages. (Word lets you add or de- 
lete menu commands, and completely customize its 
keyboard equivalents.) 

WriteNow gained favor partly because it was the first 
serious alternative to Microsoft Word, but also because 
it implemented its features in a way that many users 
foimd to be more Mac-like. Recent upgrades have added 
a number of advanced features to WriteNow, and have 
continued to improve on its already impressive proces- 
sing speed. 
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MacWrite II has gained wide respect for its mix of 
features and ease-of-use, especially from veteran Macin- 
tosh users who had long given up on MacWrite before 
Claris rewrote it as MacWrite II. MacWrite II is better 
suited for more casual word processing, either as an 
occasional alternative to the power of Word or 
WriteNow, or as the primary word processor for some- 
one who never finds themselves in need of advanced 
features. 
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FullWrite Professional 



Ruler 




Margin Icons 

Q Header 
Q Footer 
Q Posted note 
Q Footnote 
Q Endnote 

Bibliography entry 
HH Contents 
(21 Index entry 



Q| Sidebar 
(o| Picture 
^ Tab ruler 
Chapter ruler 
(^ Classification marker 
== Column break 
= Page break 
••• Multiple icons 



In the icon-bar display mode, double-clicking an icon 
opens the respective note panel 







FullWrite Professional 



Menus 
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# FullWrite Professional 

Note Panel Menus 
















Right Pages 




Right Pages 


Skip First Page 




Skip First Page 


Skip Lost Page 




Skip Last Page 



^uto Number 
Start Number... 

Other Symbol.. 



I^uto Number 
start Number... 

Other Symbol.. 



, S3 
kE3 



Bring to Front 
Send to Back 



Group 

Ungroup 

Lock 

Unlock 

Align... 

Rotate 

Flip Horizontal 
Flip Uertical 
Oupticate 



Object Style... 

Set Grid... 

Set Size... 




Display... 



Make Item 
Itemize 



Flatten... 


Promote 


ni 


Demote 


n] 


Collapse 




Eupand 




Format... 





The far right menu changes depending on the currently 
displayed note panel 
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FullWrite Professional 



Keyboard Equivalents (i of 8) 



Access last tool used^ 

Action menu in Find and Change dialog, display §§'^4 

Affect menu in Find and Change dialog, display §6*^3 

B§zier control handles, 

display to edit^ 561^ Bezier path '^/ arrow tool 

Bibliography menu, display (if available) 3§9 

Bold text 36B 

Cancel operation 38. 

Center text (middle-justify) 38M 

Change all option-box values 

to specific unit of measure 36% measure abbreviation 

Change current option-box value 

to specific unit of measure measure abbreviation 

Change then find next occurrence of text 360 D 

Change then find preceding occurrence of text 360*^0 

Circle, create^ O ^ 'Voval tool 

Clean up windows again choose Clean Up 

Clear element <3 

Close Bezier path^ %% BSzier curve tool 

Close current note panel 

and open next note of same type 36/ 

Close current note panel 

and open preceding note of same type 36*^/ 

Close current note panel % Close box or 36~ 

Close current ruler choose New Ruler 

Column rule, activate/deactivate 0%% column rule 

Column rule, edit for facing pages % % column rule 

Column rule, edit for single page 36%% column rule 
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# FullWrite Professional 

Keyboard Equivalents (2 of 8) 

Copy additional elements (append to Clipboard) §§OC 

Copy character formatting 

to selected text formatted text block 

Copy element 8€C 

Crop bit map* comer handle 

Curve point to corner point, toggle* 'V arrow tool 

Cut element §6X 

Delete next letter 3§<g or[H> 

Delete next word 3€‘==>!g<E] 

Delete preceding letter <3 

Delete preceding word *^0 

Edit menu, display 362 

End Bezier line* 36 > 'V Bezier curve tool 

Endnote menu, display (if available) 369 

Entry menu in Glossary dialog, display 36^^2 

Extend selection incrementally 

to next phrase 36041, literal phrase, ^ 

Extend selection incrementally 

to preceding phrase »..360'^4l, literal phrase, ^ 



* Exclusively applicable to drawing in the Picture panel 



36 command 
O shift 
option 
^ control 
41 tab 



return 

enter 

^ escape 
<E1 delete 
(H> fwd. delete 



HD keypad key 
M space bar 
FI function key 
% mouse click 
Pt mouse drag 
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# FullWrite Professional 

Keyboard Equivalents (3 of 8) 



File menu, display 381 

File menu in Glossary dialog, display §8*^1 

Find and change specified text 38 F 

Find next occurrence of text 38D 

Find preceding occurrence of text 38“^D 

Font menu, display 386 

Footer menu, display (if available) 389 

Footnote menu, display (if available) 389 

Format menu, display 385 

Glossary dialog, display 38G 

Glossary phrase, insert into text 386, glossary name, 4-» 

Go to specified page 38T or %% page number box 

Hand tool, select temporarily^ 

Header menu, display (if available) 389 

Help HELP 

Increase type size 38*^“ 

Index selected text choose Index 

Italic text 381 

Justify text (full justification) 38 J 

Kern type, delete V 20 em 38- 

Kern type, insert V 20 em 38= 

Left-justify text 38 L 

Look menu in Find and Change dialog, display 38*^1 



Match menu in Find and Change dialog, display 



38*^2 
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FullWrite Professional 



Keyboard Equivalents (4 of 8) 

Move down one line i, 10 2, or § 

Move element by grid increment or T 

Move element single pixeP 4^, or t 

Move left one letter d4, or 36‘^K 

Move left one word ■^134, orS‘=^H 

Move menu, display 363 

Move right one letter . d 6, or < 

Move right one word ‘^Hl6, or< 

Move to beginning of current paragraph or*^IU8 

Move to beginning of document 38i0 7 

Move to beginning of next paragraph or *^10 2 

Move to end of document 38(11 1 

Move up one line t, Hl8, or 38*^ J 

New bookmark, create choose Bookmark 

New document, create 38 N 

New plain document 

Next window (bring second window to front) 

Notes menu, display 384 



^ Exclusively applicable to drawing in the Picture panel 



3€ 


command 


4-» 


return 


m keypad key 


0- 


shift 




enter 


M space bar 




option 




escape 


FI function key 




control 




delete 


% mouse click 


41 


tab 


E> 


fwd. delete 


mouse drag 
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FullWrite Professional 



Keyboard Equivalents (5 of 8) 



Open existing document 180 

Open first note panel in current section 38'^'" 

Open next note panel 380'^ 

Open preceding note panel 380'^'^ 

Optional hyphen .38^ 

Outline, collapse topics to specified level choose Collapse 

Outline, demote all topics at same level as selection 380] 

Outline, demote topic 36] 

Outline, expand topics to specified level choose Expand 

Outline, make item (new topic) 38^ 

Outline, make new item at specified level choose Make Item 

Outline, make new subordinate item 36*^^ 

Outline, make new superior item 3804-* 



Outline menu, display (if available) 389 

Outline, promote all topics at same level as selection §60[ 



Outline, promote topic 



38[ 



Paste element 38 V 

Paste swap (exchange selection V Clipboard contents) 38*^ V 

Perpendicular line, create* O 'Vline tool 

Picture menu, display (if available) 369 

Plain text 36 P 

Print current page 36“^P 

Pull object ahead* choose Bring to Front 

Push object behind* choose Send to Back 



Quarter circle, create* 

Quit FullWrite Professional 



0’”> “/arc tool 
36Q 
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# FullWrite Professional 

Keyboard Equivalents (6 of 8) 

Reduce type size 

Remove style discriminately choose style command 

Return character (^) (in search)* <>♦-» 

Right-justify text 3gR 

Save document 

Scroll do\vn one line ‘^page up, or 

Scroll down one page 103, page down, or 36\ 

Scroll to beginning of document Ml or home 

Scroll to end of document ID 1 or end 

Scroll up one line *^page up, or 

Scroll up one page (H9, page up, or §60\ 

Search incrementally for next phrase 3641, literal phrase, ^ 

Search incrementally 

for preceding phrase 36'^4l, literal phrase, ^ 

Select all text in chapter 36 A 

Select entire paragraph %%% in paragraph 

Select entire word %% word 

Select next letter 36-^, 36H16, or 36 O'^L 

Select next object, deselect current selection* 4l 



^ Exclusively applicable to drawing in the Picture panel 





command 




return 


iO keypad key 


O 


shift 




enter 


M space bar 




option 




escape 


FI function key 




control 


<3 


delete 


> mouse click 


41 


tab 




fwd. delete 


It mouse drag 
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FullWrite Professional 



Keyboard Equivalents (7 of 8) 

Select next object, retain current selection^ 041 

Select next word or 3§0*^* 

Select preceding letter 36(H4, or 360‘^K 

Select preceding object, deselect current selection^ 

Select preceding object, retain current selection^ 0*^41 

Select preceding word 36*^(114, or 360*^11 

Select to beginning of current 

then preceding paragraphs or 3§‘^IiO 8 

Select to beginning of current 

then preceding sentences 36t, 36i08, or 3€0'^J 

Select to end of current 

then succeeding paragraphs 36‘^i or 3§‘^H1 2 

Select to end of current 

then succeeding sentences 3€A, 3€(il2, or 360*^; 

Show/hide open note panels 38H 

Sidebar menu, display (if available) 389 

Size menu, display 387 

Small caps text 38 E 

Square, create^ O it 'V rectangle tool 

Strikeout text 38 K 

Style menu, display 388 

Subscript, specify choose Subscript 

Subscript text 1 point 380- 

Superscript, specify choose Superscript 

Superscript text 1 point 380= 



Tab character (in search)* 041 

Underline text 38U 

Undo/redo last operation 38 Z 
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# FullWrite Professional 

Keyboard Equivalents (8 of 8) 



Variable control (page numbers, etc.) §gY 

Variable, insert into text 3§Y, variable name, 4 -« 

Wild card for a single character* I (O*^/) 

Wild card for a single word* * (*^X) 

Window, bring any 

open document to front ....3§W, window name, ^ 

Windows control (bring to front, etc.) 38 W 

Zoom window to full screen Zoom box 



* Exclusively applicable to drawing in the Picture panel 

* Specifically for use in the Find/Replace dialog box 
Accurate for FullWrite Professional, version 1,1 





command 




return 


ID keypad key 


O 


shift 




enter 


M space bar 




option 




escape 


FI function key 




control 


<m 


delete 


% mouse click 


41 


tab 


\E> 


fwd. delete 


mouse drag 
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MacWrite 



Ruler 




X First-line indent 
► Left indent marker 
4 Right indent marker 
^ Left tab marker 
^ Center tab marker 
^ Right tab marker 
^ Character tab marker 




Single-spacing icon 
1 V 2 -spacing icon 
Double-spacing icon 
Decrease leading icon 
Increase leading icon 
Align-left icon 
Align-center icon 
Align-right icon 
Justify icon 
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B MacWrite 

Menus 
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m MacWrite 

Keyboard Equivalents |i of 5) 

Actual/reduced size, toggle SR 

Apply ruler (paragraph formatting) SOV 

Backslash (in search)* \ \ 

Bold text SB 

Bring next window to front SOW 

Character specifications SOD 

Check spelling of all text S= 

Check spelling of selected text SK 

Column break w or^C 

Column break character (in search)* Sw or \c 

Copy element SC or F3 

Copy ruler (paragraph formatting) SOC 

Custom style sheet SD 

Cut element SX or F2 

Date character, abbreviated (in search)* SA or \a 

Date character, long (in search)* SL or \1 

Date character, short (in search)* SS or \s 

Delete next letter OO 

Delete next word SO<3 

Delete preceding letter O 

Delete preceding word S<3 

Double-underline text SOL 

Find/change specified text SF 

Footnote character (in search)* S*^F or\f (*^F) 

Graphic character (in search)* SG or \g 

Help ....S/ 
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m MacWrite 

Keyboard Equivalents (2 of 5) 



Increase type size 36 0> 

Increase type size 1 point 3§0‘^> 

Insert current date §6-0 A 

Insert current page number 38 OP 

Insert current time 36 OT 

Insert footnote 360F 

Insert text or graphic file 360 1 

Italic text 381 

Line break O^-* or i^OM 

Line-break character (in search)* 3604-« or \n 

Merge break character (in search)* 36M or \m 

Merge form letter with data file 36 OM 

Move down one line 4^ 

Move left one letter <- 

Move left one word 

Move right one letter 

Move right one word 

Move to beginning of current line 36<- 

Move to beginning of current paragraph 



* Specifically for use in the Find/Change dialog box 



36 command 
O shift 
option 
^ control 
4l tab 



^ return 
w enter 
^ escape 
<3 delete 
[x> fwd. delete 



(D keypad key 
space bar 
FI function key 
\ mouse click 
It mouse drag 
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m MacWrite 

Keyboard Equivalents (3 of 5) 



Move to beginning of document 

Move to beginning of next paragraph *^4^ 

Move to end of current line 

Move to end of document 3€T 

Move up one line t 

New document, create 38 N 

Nonbreaking en space 38'^i- 

Nonbreaking en space (in search)* 38‘^i- or \§ (•^ 6 ) 

Nonbreaking hyphen 

Open existing document §60 

Optional hyphen §6 - 

Optional hyphen (in search)* §6 - or \ - 

Other type size §800 

Outline text § 6 E 

Page break O^ or ^^OC 

Page-break character (in search)* §80w or \b 

Paragraph break ^ or 

Paragraph-break character (in search)* § 84 -* or \p 

Paste element § 6 V or F4 

Plain text § 6 T 

Print document § 6 P 

Quit MacWrite II §80 

Reduce type size §60< 

Reduce type size 1 point §80*^< 

Save as different name or location §80S 

Save document § 6 S 
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m MacWrite 

Keyboard Equivalents (4 of 5) 

Scroll down one screen or page down 

Scroll to beginning of document or home 

Scroll to end of document or end 

Scroll to last page of document or Oeno 

Scroll to top of next page or Opage down 

Scroll to top of preceding page or Opage up 

Scroll up one screen or page up 

Select all text to beginning of document 

Select all text in current document §SA or in text 

Select all text to end of document 3604. 

Select entire line % k% in line 

Select entire paragraph in paragraph 

Select entire word %% word 

Select next letter O^ 

Select next word O*^-^ 

Select preceding letter O^ 

Select preceding word O'^^- 

Select to beginning of current then preceding lines 3§0<” 

Select to beginning of current then preceding paragraphs ... O*^? 

* Specifically for use in the Find/Change dialog box 



§6 command 4-^ return ID keypad key 

O shift ^ enter ^ space bar 

option ^ escape FI function key 

control <3 delete % mouse click 

tab [S> fwd. delete Pt mouse drag 
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MacWrite 



Keyboard Equivalents (5 of 5) 

Select to end of current then succeeding lines 

Select to end of current then succeeding paragraphs 

Shadow text §§M 

Show/hide invisibles (Us, spaces) 

Show/hide page guides §6G 

Show/hide rulers 

Spell word (suggest) 36 Y 

Standard (breaking) en space 36i— 

Strikethru text 36 J 

Style sheet number [#J, apply 36(#1 

Subscript text 360- 

Superscript text 360= 

Tab character (in search)* 36^1 or \t 

Time character (in search)* 36*^7 or \ t (“^T) 



Underline text 36U 

Undo/redo last operation 36 Z or FI 

Wild card for a single character* 368 or \* 

Word-only underline text 360U 



* Specifically for use in the Find/Change dialog box 





command 


<-• return 


ID keypad key 


O 


shift 


^ enter 


M space bar 




option 


^ escape 


FI function key 




control 


<E1 delete 


mouse click 


41 


tab 


\E> fwd. delete 


It mouse drag 
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^ Microsoft Word 



Ruler 


































k First-line indent 
^ Left indent marker 
^ Right indent marker 
1l Left tab marker 
t Center tab marker 
Right tab marker 
t. Decimal tab marker 
I Vertical-bar tab marker 



l^l Align-left icon 
|=| Align-center icon 
I'Sl Align-right icon 
l = l Justify icon 
|=| Single-spacing icon 
|=| 1 Vz-spacing icon 
|~| Double-spacing icon 
1^1 Close paragraph icon 
|“| Open paragraph icon 
liXiI Scroll ruler icon 
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^ Microsoft Word 



Menus 



Edit Format Font Document uttiities tUindotti 
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^ Microsoft Word 

Keyboard Equivalents |i of 9) 

Activate menu bar §841 or ^ . 

Add to menu §8‘^=, % item to add 

Again (repeat last operation) §8A 

All caps text §80K or OFIO 

Bold text §€OB or FIO 

Calculate §6= 

Cancel operation §8. 

Caret or circumflex character (in search)* 

Center text 880C 

Change font §60 E, font name or number, <-» 

Change specified text (search and replace) §6H 

Change style §60 S, style name or number, ^ 

Character specifications §8D or F14 

Clear element <E\ 

Close document §6 W 

Copy as PICT image §6‘^D 

Copy element §6C or F3 

* Specifically for use in the Find or Change dialog box 



§8 command ^ return ID keypad key 

O shift enter ^ spacebar 

option ^ escape FI function key 

^ control O delete % mouse click 

41 tab IE> fwd. delete mouse drag 
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Microsoft Word 



Keyboard Equivalents (2 of 9) 

Copy paragraph format 



to destination or OF4, phrase, 4-^ 

Copy to destination 36'^C or OF3, % point in text, ^ 

Cut element 3€X or F2 



Define style sheets §6T 

Delete next letter 3§'^F or(E> 

Delete next word 36*^G 

Delete preceding letter <S1 

Delete preceding word 38*^^ 

Document menu, display 36^1, 5 

Document specifications (real page setup) 38F14 

Dotted underline text 3§0\ or‘^F12 

Double-space text 360Y 

Double-underline text 380[ or OF12 

Edit link *^F2 

Edit menu, display 3841, 2 

Enter character via ASCII code 38*^0, ASCII number, 4-» 

Extend selection to character 380H or character key 

File menu, display 3841, 1 

Find next format 38*^R 

Find specified text 38 F 

Find text again (next occurrence) 38*^A 

First line indent, nudge Vz inch 380 F 

Font menu, display 3841, 4 

Footnote, reference 38 E 
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^ Microsoft Word 

Keyboard Equivalents (3 of 9) 

Format menu, display 3841, 3 

Formula character (A) 36*^\ 

Formula character (in search)* 

Glossary dialog, display 38K 

Glossary phrase, insert into text § 80 , glossary name, ♦-» 

Go back to preceding location §8*^Z orlDO 

Go to specified page 38G 

Hanging indent, nudge V 2 inch 38 OT 

Help 38/ or help 

Hidden text 380X or 

Hyphenation dialog, display OF15 

Increase type size 380> 

Italic text 36 or Fll 

Justify text (full justification) 36<>J 

Left-justify text 360L 

Left margin indent, nudge Vz inch (nest) 360N 

Left margin indent, nudge back (unnest) 380M 

* Specifically for use in the Find or Change dialog box 



38 command return M keypad key 

shift enter ^ space bar 

option ^ escape FI function key 

^ control O delete % mouse click 

41 tab E> fwd. delete It mouse drag 
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^ Microsoft Word 

Keyboard Equivalents (4 of 9) 

Line break O 4 -* 

Line-break character (in search)* '^n 

Move down one line i or m2 

Move down one screen IDS, §6*^. , or page down 

Move left one letter or (il 4 

Move left one word or 36m 4 

Move right one letter or m 6 

Move right one word or 86{i0 6 

Move to beginning of current line ml 

Move to beginning of current paragraph 36t, 36lll8, or 3§*^Y 

Move to beginning of current sentence SSdl 7 

Move to beginning of document 36(119 

Move to beginning of next paragraph 36i, 36^2, or 36*^B 

Move to bottom of window end 

Move to destination 36*^X or OF2, % point in text, 

Move to end of current line Hi 

Move to end of current sentence 36i0 1 

Move to end of document 38lU3 

Move to top of window 36m 5 or home 

Move up one line t or m 8 

Move up one screen m9, 36*=^?, or page up 

New document, create 36 N or F5 

New window, create OF5 

Nonbreaking hyphen 36^^ 

Nonbreaking hyphen (in search)* 

Nonbreaking space character 36 m 

Nonbreaking space character (in search)* '^s 
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^ Microsoft Word 

Keyboard Equivalents |5 of 9) 



Normal style sheet, change selection 360P 

Open any file O choose Open or OF6 

Open existing document 380 or F 6 

Open space text (12 points before ^ ) 3600 

Optional hyphen 36 * 

Optional hyphen character (in search)* ^ - 

Outline, collapse all topics m - or 36*^1, - 

Outline, collapse selected topic only 36(11 - 

Outline, demote topic -> or 36*^1, L or ID 6 

Outline, demote topic to body text 36-> or 36'^T, > 

Outline, display all (D* or 36'^T, A 

Outline, display first line only or 36‘^T, B 

Outline, display formatting HI / or 36'^T, F 

Outline, display topics 

down to specified level 36*^1. number key 

Outline, expand all topics m+ or 36'^T, $ 

Outline, move topic down i or 36*^1, . or ID 2 

Outline, move topic up t or 36*^T, 0 or 108 



* Specifically for use in the Find or Change dialog box 



3€ 


command 


4-« return 


HI keypad key 


O 


shift 


■5^ enter 


M space bar 




option 


^ escape 


FI function key 




control 


<Ei delete 


% mouse click 


41 


tab 


E> fwd. delete 


It mouse drag 
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^ Microsoft Word 

Keyboard Equivalents (6 of 9) 

Outline, promote topic <- or 96*^7, K or ID 4 

Outline text 9§OD or O FI 1 

Outlining mode 38U or O FI 3 

Page break O w 

Page break character (in search)^ '^d 

Page setup OF8 

Page view 3§B or F13 

Paragraph break above row in table 38*^ *- 

Paragraph break character (^1) (in search)* 

Paragraph break in front of cursor 

Paragraph break with same style sheet 

Paragraph specifications 38M or FI 4 

Paste element 3§V or F4 

Paste link *^F4 

Plain for current style sheet 380— or F9 

Plain text 380Z or OF9 

Print document 38 P or F8 

Print preview 381 or “^F 13 

Question mark character (in search)* ? 

Quit Microsoft Word 38Q 

Reduce type size 38 0< 

Remove from menu choose command 

Renumber pages 38F15 

Repaginate now 38 J 

Right-justify text 380R 
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^ Microsoft Word 

Keyboard Equivalents (7 of 9) 

Save as different name or location 

Save document 3§S or F7 

Scroll down one line 

Scroll up one line 

Section break 36^ 

Section specifications ‘=^F14 

Select all text from cursor location 

to beginning of document 3€Oi09 

Select all text from cursor location 

to end of document 380^3 

Select all text in document 38% in left margin orSS'^M 

Select current 

then preceding paragraphs 380t or36Oi08 

Select current 

then succeeding paragraphs 380i or 380m 2 

Select entire line of text % in left margin 

Select entire word %% word 

Select next letter 0-> or Om6 

Select next word 380-> or 380m6 

^ Specifically for use in the Find or Change dialog box 



38 command ^ return m keypad key 

O shift w enter ^ spacebar 

option ^ escape FI function key 

^ control <H3 delete % mouse click 

^1 tab (E> fwd. delete It mouse drag 





232 ♦ Word Processors 



^ Microsoft Word 

Keyboard Equivalents (8 of 9) 

Select preceding letter 0<- or <Hd4 

Select preceding word or 380(114 

Shadow text 380 W or'^Fll 

Show/hide ^ markers and spaces 36 Y 

Show/hide rulers 38 R 

Small caps text 38 OH or FI 0 

Sort in descending order O, choose Sort 

Spelling, check 38 L or FI 5 

Split window in half 38*^$ or %% split bar 

Split window to display footnote 380*^5 or O it split bar 

Strikethru text 380/ 

Subscript text 380- 

Superscript text 380= 

Symbol font, change selection 380Q 

Tab character (in search)^ 

Tab character inside cell 

Table, move one cell down 4^ or 38*^111 2 

Table, move one cell left 36*^(114 

Table, move one cell right 38'^(H6 

Table, move one cell up t or 38‘^IH 8 

Table, move to next cell or 38*^110 3 or4l 

Table, move to preceding cell 041, or 38'^10 9 

Table, select entire column 

Table, select entire row %% 
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^ Microsoft Word 

Keyboard Equivalents (9 of 9) 



Table, select entire table 

Underline text SOU or F12 

Undo/redo last operation SZ or FI 

Update link *^F3 

Utiuties menu, display S^i, 6 

White space (nonword) character** 

Wild card for a single character* ? 

Windows menu, display S4l, 7 

Word count “^FIB 

Word-only underline text SO ] or S FI 2 



* Specifically for use in the Find or Change dialog box 

Accurate for Microsoft Word, version 4.0 



command 
O shift 
option 
^ control 
tab 



4-» return 
w enter 
^ escape 
O delete 
E> fwd. delete 



iO keypad key 
M space bar 
FI function key 
% mouse click 
mouse drag 
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^ Microsoft Word 

Ten Hottest Tips 

o Searching for unusual characters. The Change com- 
mand under the Edit menu can be used to locate and 
replace nonstandard characters. For example, you may 
eliminate double spaces in a document by searching 
for two spaces and replacing them with one. To search 
for a carriage return, enter '^p in the “Find” option. To 
locate a tab, enter '^t. To find a circumflex or caret (''), 
enter Other search strings are included in the 
Microsoft Word Quick Reference. 

o Document setup. Both Word 3.0 and Word 4.0 provide 
special Document Setup dialog boxes that you access 
by clicking the Document button in the otherwise 
useless Page Setup dialog. To display this dialog in 
version 3.0, press shift and choose the Page Setup 
command from the File menu. To access this dialog 
directly in version 4.0, choose the Document command 
from the Format menu or press command-F14. 

o Splitting the window in half. Like most Microsoft 
products. Word allows you to split the window into 
two separately scrolling parts by dragging at the black 
split bar at the top of the vertical scroll bar. If you want 
to quickly split the window in half, simply press 
coMMAND-opnoN-S or double-click on the split bar. 

o Going back to where you left off. The Go Back com- 
mand under the Utilities menu can be extremely use- 
ful in long documents, eliminating much tedious scroll- 
ing back and forth. For example, choosing Go Back 
will return your cursor to the last place you were 
working after copying some text in another portion of 
the docmnent. Also, if you press command-option-Z (the 
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keyboard equivalent for the command) immediately 
upon opening a Word file, you will be sent to the exact 
spot where you left off last session. 

o Trashing temp files. Microsoft Word has a habit of 
cluttering System folders with Word Temp files. They 
only take up IK apiece, but it’s easy to accumulate 
them over time. An init called Temperament by John 
Rotenstein, available on most bulletin-board systems, 
automatically gets rid of all these files every time you 
restart your computer. 

o Putting Word Finder where it belongs. The version of 
Word Finder included with Microsoft Word versions 
3.0 and 4.0 cannot be opened in any other application, 
so there’s no sense in cluttering up your Apple menu in 
other programs. We recommend installing the Word 
Finder DA into Word instead of your System. To ac- 
complish this, option-click on the Open button in the 
Font/D A Mover; this allows you to open applications 
and other files. Then select Microsoft Word and copy 
Word Finder as you would any other DA. 

o Multiple menu configurations. Normally, when you 
use the Command command to add or subtract com- 
mands or to change keyboard equivalents, all changes 
are saved to a file called Word Settings (4) in your 
System folder. You may, however, save a changed set 
of commands under a different file name if you choose. 
Although Word automatically uses the Word Settings 
(4) configuration when launching, you can open a dif- 
ferent set of commands at any time. 

♦ Summing up. Not only does Word allow you to create 
charts, but you may also perform some calculations. 
For example, if you have a table full of figures, you can 
find their sum by selecting the column and pressing 
coMMAND-=. Word adds up all numbers it finds and 
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displays the sum in the page-number box at the bot- 
tom of the window. The sum is also sent to the Clip- 
board so you can paste it in your document. You may 
also add numbers included in a selected paragraph. If 
you only want to add numbers in one column or selec- 
tive numbers in a paragraph, you may option-drag to 
marquee an area of text and then press command-=. 

♦ Mathematical expressions. Word’s formula generator 
allows you to express fractions quickly and easily, with- 
out having to perform a lot of tedious superscripting 
and kerning. To activate Word’s formula-formatting 
abilities, you simply press command-option-backslash 
(\), which creates the .\ character. Then type a one- 
letter command followed by an argument. For example, 
to create the fraction 



1 _ 

4 

you simply type .\F(l,4) where F is the command let- 
ter for fraction. To create the radical expression 

yfaW 

type .\R(a^+V) where the 2s are manually superscripted. 

Now here’s the best one as well as the most compli- 
cated. To create a bracketed series such as 



Alice ' 
Meg ^ 
Teddy 
Mike > 



quarterfinals team 



type “.\B.\RC.\|(.\A.\AC(Alice,Meg,Teddy,Mike)) 
quarterfinals team” where B is the bracket command, 
RC aligns the bracket on the right side of the argument, 
and } represents the kind of bracket to be used. In 
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parentheses, the A tells Word that the following is an 
array of text to be set in a column, and AC centers the 
column. 

(Expressions will only be displayed correctly on screen 
when the Hide ^ command is chosen. Also, the Sym- 
bol screen font must be available in your System for 
the square-root expression to be printed accurately.) 

^ Updating worksheets and graphics. If you use Multi- 
Finder, Word’s Quicks witch feature allows you to 
update graphics and worksheets pasted in from other 
applications. For example, if you copy a worksheet 
from Excel and choose the Paste Link command in 
Word, a link is created between the Word and Excel 
documents. If you later make changes to the work- 
sheet in Excel, you may update the table in your Word 
file by selecting the table and choosing the Update Link 
command from the Edit menu. If you want to edit 
the worksheet while in Word, press the shift key to 
change Update Link to Edit Link and choose the 
command. This will automatically transfer you to the 
Excel document. 
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^ WriteNow 

Ruler 




Align-left icon 
Align-center icon 
Align-right icon 
Justify icon 
Reduce leading icon 
Increase leading icon 
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WriteNow 



Menus 



Edit meu» Format Font Size Style Ullndou; 



New 

Open... 


XN 

XO 


Close 


xu; 


Seue 


XS 


Seue Rs... 

Reuert to Seued 


Reuert to Backup 


Preferences.. 




Page Setup... 


OXP 


Print... 


XP 


Merge... 

Quit 





Undo 


xz 


Cut 


XK 


Copy 


xc 


Paste 


XU 


Clear 




Copy Ruler 


XI 


Paste Ruler 


X2 


Copy Font/SIze/Style 


X3 


Paste Font/SIze/Styie 


X4 


Find/Replace... 


XF 


Check Spelling... 


xc 


Count... 




Change Case... 


OXUI 


Select ail 


XR 



Show Markers 
Show Space 
Hide Pictures 

vi^ege Iflew 
Heeder/Footer Uiew 
Footnote Ulew 

6o to Selection 
Go to Page... 



Insert Soft Hyphen 


X- 


Indent Left to Tab 


XI 


Indent Right to Tab 


XI 


Insert New Header 


<OXH 


Insert New Footer 


OXF 


Insert New Footnote 


OXN 


Insert Page 




Insert Time... 




Insert Dote... 




Insert Page Breok 


OXB 


Keep on Seme Page 


OXK 


Rtlow to Cross Poge 


OXfl 



Clean Up... 

Send Behind M- 

Show Clipboard 
Ride Ruler XR 

Check Spelling 

Flnd/Reploce 

Ruler 

vilocument 1 
Document 2 
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^ WriteNow 

Keyboard Equivalents (i of 4) 

Allow selected paragraph to cross page 360 A 

Bold text 36 B 

Cancel operation 36 . or ^ 

Caret or circumflex character (in search)* 

Center text 360 C 

Change case of type (lowercase/uppercase) 360W 

Check spelling/next word 36E 

Clear element <3 

Close all open documents Close box 

Close document 36W 

Compact document (rewrite) choose Save 

Copy element 36C 

Copy font, size, and style (text formatting) 363 

Copy ruler (paragraph formatting) 361 

Cut element 36 X 

Find/replace specified text or find next occurrence 36 F 

Fixed/flexible leading, toggle 360X 

Globally change identically 

formatted paragraphs O change ruler settings 

Globally change identically 

formatted text O choose font, style, or size command 

Go to selection (display cursor location) 36 OG 

Go to specified page 36 G 

Increase leading 36 O I 

Increase type size 1 point 360 

Indents, move left one tab stop 36 [ 

Indents, move right one tab stop 36] 
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^ WriteNow 

Keyboard Equivalents (2 of 4) 

Insert new footer 3§OF 

Insert new footnote 36 ON 

Insert new header 3€OH 

Italic text §gl 

Justify text (full justification) §60 J 

Keep selected paragraph on same page §60K 

Left-justify text §60L 

Maintain relative paragraph indentation 

while reformatting §6 change ruler settings 

Merge form letter with data file §8M 

Move down one line i 

Move left one letter <- 

Move left one word 

Move right one letter 

Move right one word 

Move to beginning of current line §6<- 

Move to bottom of window 

Move to end of current line §6-> 

* Specifically for use in the Find/Replace dialog box 



§6 command return HI keypad key 

O shift <5^ enter ^ space bar 

option ^ escape FI function key 

^ control <3 delete mouse click 

■^1 tab E> fwd. delete ^ mouse drag 
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^ WriteNow 

Keyboard Equivalents (3 of 4) 

Move to top of window 

Move up one line t 

New document, create 36 N 

New document, override stationery sg choose New 

Open existing document §60 

Optional hyphen §6- 

Other type size §68 

Page break §60B 

Page setup §6 OP 

Paste element §6V 

Paste font, size, and style (text formatting) §64 

Paste ruler (paragraph formatting) §62 

Plain text §6T 

Print document §6P 

Question mark character (in search)* 

Quit WriteNow §6Q 

Reduce leading §60D 

Reduce type size 1 point §69 

Return character (^) (in search)* or 

Right-justify text §6 OR 

Save document §6S 

Scale picture back to original size picture 

Scale picture freely it corner 

Scale picture proportionally it it. It comer 

Select all text in document §6 A 

Select entire word %% word 
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^ WriteNow 

Keyboard Equivalents (4 of 4) 



Select next letter 

Select next word 

Select preceding letter 0<- 

Select preceding word 

Send current window to back 

Show/hide ^ markers I6Y 

Show/hide rulers SR 

Show/hide spaces 

Subscript text 1 point SL 

Superscript text 1 point SH 

Tab character (in search)* or 

Underline text SU 

Undo/redo last operation SZ 

View footnotes SK 

View headers/footers SJ 

View page SD 

Wild card for a single character* ? 



* Specifically for use in the Find/Replace dialog box 
Accurate for WriteNow, version 2,2 





command 


4-j return 


(D keypad key 


O 


shift 


enter 


M space bar 




option 


^ escape 


FI function key 




control 


O delete 


% mouse click 


41 


tab 


[E> fwd. delete 


^ mouse drag 
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